This equipment has been certified to comply with the limits for class B Computing Device, pursuant to Subpart J 
of Part 15 of FCC rules. Only peripherals (computer input/output devices, terminals, printers, etc.) certified to 
comply with the Class B limits may be attached to this computer. Operation with non-certified peripherals is likely 
to result in interference to radio and television reception. 


The Xerox Memorywriter 620, 625, 627™ typewriters generate and use radio frequency energy and, if not installed 
and used properly, i.e., in strict accordance with the instruction manuals, may cause interference to radio and 
television reception. It has been type tested and found to comply with the limits for a Class B Computing Device in 
accordance with the specifications in Subpart J of Part 15 of FCC rules, which are designed to provide reasonable 
protection against such interference in a residential installation. 


If this equipment does cause interference to radio or television reception, which can be determined by turning the 
equipment off and on, you may try to correct the interference by one or more of the following measures: 


@ Reorient the receiving antenna. 
@ Relocate the equipment with respect to the receiver. 


e Plug the equipment into a different outlet so that equipment and receiver are on different branch circuits. 


If necessary, consult your Xerox service representative for additional suggestions. You may find the following 
booklet prepared by the Federal Communications Commission helpful: “How to Identify and Resolve Radio-TV 
Interference Problems”. This booklet is available from the U.S. Government Printing Office, Washington, D.C. 
20402, Stock No. 004-000-00345-4. 
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What is a Memorywriter? 


The Memorywriter is a typewriter and more... 


Like the electric typewriter that you’re probably familiar with, the Memorywriter performs typing tasks quickly 
and easily. 


But the real benefits of having a Memorywriter come from its automatic, time-saving features. Features that can 
improve the appearance of everything you type, and save you a lot of time when changes need to be made to 
something you’ve typed. 


The Memorywriter, as you’ve no doubt guessed, has a “memory”. With this memory, you can record your typing 
(like you record music on a tape recorder). Then you can recall the typing, make changes to it, and print out a 
perfect copy! 


Because the Memorywriter remembers, you can forget! Forget about typing the same letter over and over. Forget 
about searching through the folders for last week’s report. Forget about retyping that three-page document 
because someone mislaid the originals. 


Learning to Use the Memorywriter 


This Manual encompasses the 620, 625, and 627 Memorywriters — the “620 Series”. The only difference between 
the three models is the amount of memory capacity each model contains. 


This Manual will help you learn to use the 620 Series Memorywriter. But, you’ll need to arrange the most 
important item — your own time. You will need time to go through the manual and practice exercises until you feel 
comfortable using each feature. 


As you go through this manual, you'll find a combination of instructions and explanations. As you do each step in 
the ACTION column, look at the RESULT column. The RESULT column is important because it tells you what 


happens with each step. 


Getting Acquainted 


The Memorywriter looks very much like a “regular” typewriter. Compare your Memorywriter to the picture below 


to get acquainted with its parts. Page End Paper 
Paper Guide Indicator Reference Cards Release 
Paper = Lever 
Bail Lever 
Glare Shield 
Adjustment 
aa Lever 
Sound Platen 
Shield Knob 
Control Panel- Cover 
ee 
ee eee | 
Beeper 
Display (inside typewriter) On/Off Switch 
Checking the Carrier and Turning On the Memorywriter 
; 7{ Ribbon 
The illustration shows the location of the rib- Printwheel Correction 
bon, printwheel and correction tape. The part Tape 
of the typewriter that holds these items is aN LA 
called the “carrier”. | 


Gp CHECK to be sure your Memorywriter The Memoryuriter is ready for typing when the rib- 
has a ribbon, printwheel and correction bon, printwheel, and correction tape are in place. 
tape. If any of these items are missing, 3 
turn to page 5 of the Reference Manual 
and install them before continuing. 


@& LOCATE the On/Off switch on the lower The Memoryuriter goes through a self-test during 
right front corner and turn on the which the carrier moves to the left, a beep sounds and 
Memorywriter. the lights blink on and off. 


Caution: When the Memorywriter is on, make sure the dust cover is removed. If the dust cover is left on when the 
typewriter is running, the heat build-up may damage the machine. 


2 


Inserting Paper 


Have you ever typed off the bottom of a page? 
The Memorywriter has a page end indicator to 
help prevent this! Before you insert paper, set 
the page end indicator for the length paper 
you're using. As your typing nears the end of 
the page, the top-of the paper will rest on the 
page end indicator and show how many inches 
remain. 


Your Memorywriter comes equipped with one 
of the Page End Indicators shown on the right. 


Note: If your Memorywriter has the Page End 
Indicator shown on the far right — an extender 
is included for using 14” paper. Simply snap the 
extender onto the top of the Page End Indicator. 


The paper bail lever is used to pull the paper 
bail forward so paper can be inserted without 
lifting the sound shield. The paper guide is 
used to align the left side of the paper. It should 
normally be even with the widest white line on 
the scale below the guide. 


PULL the paper bail lever toward you. 
3 


SET paper guide even with the wide 
- white line below the guide. 


€ INSERT paper and roll it in using the 
platen knob (not the INDEX or 


RETURN keys) 
@3 PUSH the paper bail lever back. 


[a] Paper Length 
(use 11 for 11” paper) 


I 


The paper bail moves forward. 


The paper bail moves back into position. 


The Keyboard 


The keyboard on the Memorywriter is similar to a standard typewriter. The shaded keys in the illustration below 
show which keys will repeat when you hold them down. Typing on the Memorywriter keyboard is very similar to 
typing on any other typewriter. 


The Memorywriter has some extra features that standard typewriters don’t have. For this reason, the Memory- 
writer has extra keys. You’ll see an extra key over the TAB key, six extra keys on the right side of the keyboard and 
two keys on either side of the spacebar. The top row of keys can also be used to access extra features. The green 
labels above the top row of keys identify the features. You'll learn how to use the features as you go through this 
manual. 


Fae 
AST 


Notice the the LOCK key (Shift lock) 2") has a light on it. When the light is on, the lock key is in a locked 
position. Touching either SHIFT key will unlock the LOCK key. 


FEATURES Keys 
The two keys with the green ovals, on either side of the spacebar, are the FEATURES keys 


FEATURES Keys 


Kither FEATURES key can be used like a shift key with the keys that have the green printing on or above them. 


As an example, the INDEX key has green printing above it. When one of the FEATURES keys is held down and 
the INDEX key is pressed, a Reverse Index is entered, moving the platen up one-quarter of a linespace. Another 
example is the % key. When one of the FEATURES keys is held down and the 2 key is pressed, a plus or minus 
(+) sign will print. 


The step below will give you a chance to practice using the FEATURES keys. Be sure you have paper in the 
typewriter before you begin. 


€—p HOLD down one key while you The typewriter prints a > which is the character 
press (iS) . Then release both keys. shown in green on the key. 


The Control Panel 


The gray blocks on the control panel_are touch-sensitive switches. Some of the switches have red lights to show 
they are on. The LINE SP switch weeed has four lights to indicate which line spacing is selected. 


@2 30 


nee wee @1150me & @ e « « 
LEFT —f RIGHT SET SET § CLEAR §iine sp ie TABLE PRINTERBHYPHENM CLEAR JUSTIFY AUTO FT stop 
MARGIN § MARGIN TAB §DEC.TABR TAB RETURN 
@2 30 ° 
© . 


@ SPECIAL ENTRY 


ERASE RVRSE STORE j RECALL 


SAVE RIGHT AUTO WORD “ * LIST 
SETTINGS FLUSH STOP CENTER UNDLN  UNDLN BOLD _ TITLES MAR REL BKSP 2 FWD _ INDEX 


In addition to lights, the Memorywriter can also signal you with a beep. One beep signals that an action has been 
completed. Two beeps signal that an action cannot be completed. For example, if you attempt to set the right 
margin too close to the left margin, you’ll hear two beeps, indicating that the margin cannot be set there. 


Follow the steps below to practice using the control panel switches. The switches you'll use are located on the left 
side of the control panel. 


SET 


GB PRESS the center of Fream firmly to set Did you hear the beep? One beep lets you know the 
the left margin. margin is set. 


€ PRESS the spacebar five times to move 
the carrier to the location where you’!1 set 
a tab. 


€ PRESS the center of to set a tab. One beep sounds to indicate the tab is set. 


On some models, the volume of the beeper can be adjusted. If an adjustment is desired, refer to page 5 of the 
Reference Manual to determine if your Memorywriter has this control. 


Special Entry Light 


The SPECIAL ENTRY light is located under the PRINTER switch. The SPECIAL ENTRY light will turn on 
whenever certain special features are being used. 


SET ET @1150me e 
LEFT ff RIGHT SET SET § CLEAR Biine spi TABLE FORM PRINTER HYPHENM CLEAR JUSTIFY *auTO STOP 
MARGIN § MARGIN TAB #DEC.TABR TAB RETURN 
@2 38 ee eer ee 


SPECIAL ENTRY 
TORE | RECA 
SAVE RIGHT WORD a ® List ERASE RVRSE ae =calt 
UNDLN UNDLN BOLD TITLES MAR REL BKSP': FWO __ INDEX 


SETTINGS FLUSH CENTER 


Special Entry 


The Display 


The Memorywriter puts messages in the display when it needs to tell you something. At certain times, the display 
will show what you’ve typed. Up to 20 characters can be displayed at one time. You’l] learn about this in the next 


section. 


Display 


SET ser @1150me 
LEFT §f RIGHT SET SET @ CLEAR Giine spi Ti miko 
ame le “aa iGeccaal <ae ae c ABLE PRINTERBHYPHENEM CLEAR JUSTIFY netlcnl STOP 


@ SPECIAL ENTRY 
SAVE RIGHT AUTO WORD LIST ERASE _RVRSE STORE } RECALL 
SETTINGS FLUSH STOP CENTER UNDLN Baakh ios TITLES MAR REL BKSP'> FWD INDEX 


Display 
Pointer 


In this Manual, information that appears in the display will be shown like this: 


Using the Reference Manual 


The Reference Manual contains step-by-step instructions for all of the features and procedures taught in this 
Training Manual. Use the Reference Manual when you need help to perform a task or when you see a message or 
get a result you do not expect. 


Gp TURN to page 112 in the Reference Man- 
ual to learn what the PLEASE WATT 
message means. 


Reviewing What You’ve Learned 


¢ The ribbon, printwheel, and correction tape should be installed before you use the typewriter. (Complete instruc- 
tion are in the Reference Manual.) 


¢ The FEATURES keys are used with the keys that have green on or above them. 

¢ To use any of the switches on the control panel, firmly press the center of the gray block. 

¢ The red lights on the control panel indicate whether a feature is on or off. 

* One beep indicates an action is completed. Two beeps indicate an action cannot be completed. 


¢ The Memorywriter shows messages in the display. A list of all messages is given in the Reference Manual. 


USING THE 620 MEMORYWRITER AS A TYPEWRITER 


In this section, you’ll learn how to use the Memorywriter like a “regular” type- 
writer. Everything you type will go directly onto the paper, without using the 


“memory” 
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The Margin Scale 


Margins are easy to set and change on the Memorywriter. Look at the margin scale (on the sound shield) as you set 
margins and tabs. You’ll notice the scale has three lines because the Memorywriter can use different type sizes 
(pitches) — 10, 12, PS, and 15 pitch. The pitch determines how many characters to an inch are printed on your 
paper. (PS means proportional spacing — each character has its own unit value. Look in the Reference Manual on 
page 90 for more information on proportional spacing.) 


Margin Scale 
Pointer 
Ee | 
| ’ 
PS12 loili s Ie pa aahaues 
{ | 10 lorrir td tore horiias 
| 15 lorsacccdosccnesebsevaes 


i 


You can find the pitch of the printwheel in your typewriter by looking closely at the top of the printwheel. When a 
printwheel is inserted in the typewriter, the Memorywriter automatically adjusts the carrier to match the pitch of 


the printwheel you are using. 
12 Pitch Printwheel 
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Setting Margins 


Margins are set on the Memorywriter by pressing the spacebar to move the carrier to the desired location on the 
scale. Pressing the SET LEFT MARGIN switch sets the left margin and pressing the SET RIGHT MARGIN 


switch sets the right margin. 


Printer 


Set Left Margin 


Set Right Margin 


@1150R@ 
SET eee "ATO 
bEC.TAB LINE SP TABLE PRINTER® HYPHENS CLEAR JUSTIFY RETURN STOP 
MARGIN MARGIN @2 30 


@ SPECIAL ENTRY 


ERASE  RVRSE STORE | RECALL 


TITLES “MAR REL BKSP %2 FWD INDEX 


SAVE RIGHT AUTO WORD LIST 


SETTINGS © FLUSH STOP . CENTER ; UNDLN unot ae 


Setting the Left Margin 


When setting margins, the PRINTER switch must be on. If the PRINTER is not on, the carrier will not move to 
the desired position on the scale and the margins cannot be set. 


e 
Gp MAKE sure is on. If it is not on, PRINTER light is on. 
h 
ene PHS Conver OF UNG ey aiery arene sEMe Note: Jf you turn off PRINTER, the MEMORY light 
Perth OM. will automatically turn on. Make sure only the 


PRINTER and LINE SP lights are on. 


€ PRESS the spacebar four or five times to 
move to a new left margin location. (If 
you space too far, use ED to move back.) 


€& PRESS SS. to set a new left margin. The Memorywriter beeps once to tell you the new left 
margin is set. 


Using Margin Release 


There may be times when you'll want to set the left margin to the left of the current left margin. Notice the plus 


key has the green label MAR REL over it. Using the FEATURES key with this key gives the margin 
release command. Margin Release temporarily releases the current left margin until a new left margin is set — it 
does not move the carriage nor does it set a new margin. 


One important point to remember about margin release is that it will only work when the carrier is at the left 
margin. To practice using Margin Release, follow the steps below. 


§ 
PRESS (a=. | to be sure the carrier is 


at the left margin. 
om) 7 
HOLD down and press to One beep sounds to tell you the margin is released. 


release the left margin. 


PRESS five or six times to move to 
a new left margin position. 


PRESS to set a new left margin. The Memoryuwriter beeps once to tell you the new left 
margin is set. 


Setting the Right Margin 


The right margin is set by spacing to the desired location and pressing the SET RIGHT MARGIN switch. It is 
important that the AUTO RETURN switch is off when setting the right margin. If the AUTO RETURN switch 
is on when you space past the old right margin, the carrier will automatically return. 


e 
AUTO 
@p CHECK to be sure is off so the car- 
rier won’t return when you're spacing 
over to a new right margin. 
@ 


€ CHECK to be sure ii is on so the car- 
rier will move. 


© SPACE over forty or fifty spaces for a 
new right margin location. 


> PRESS to set a new right margin. The Memoryuriter beeps once to tell you the new right 
margin is set. 


After you’ve set the left and right margins, it is very important to press the RETURN key. This completes the 


settings. ' 
@ press (>: |t complete the settings. The carrier returns to the left margin. 
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Setting the Right Margin — continued 


_ Steps for setting margins are given in the “How To” section on page 46 of the Reference Manual. Refer to them if 


you need help remembering the steps in the future. 


Gp LOOK at page 46 of the Reference Man- 
ual to familiarize yourself with the loca- 
tion of the steps. 


Setting Line Spacing 


You’ve probably already notice that the LINE 
SP switch has four lights on it. These lights 
indicate which one of four different line spac- 
ings has been selected. Each time you press the 
center of the switch, the light will move to the 
next line spacing. 


FACTION 


'e1 15@ 


GB PRESS the center of FARM to change to 
1.5 (one and one-half) line spacing. 


@ 1508 


© PRESS the center of Pia again. 


@1 156 


€p CONTINUE pressing = 98 until the line 
spacing is back to one (1). , 


Single Space and a half 


Double Triple 


The light moves to 1.5. 


The light moves to 2. 
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Setting Tabs 


The SET TAB switch on the left side of the control panel is used to set tabs. You can set up to 38 tabs. In addition, 
the Memorywriter automatically sets tabs at the left and right margins. 


Gp BE SURE (i is on. 
€ SPACE over five or six spaces for the first 
tab location. 
€& PRESS to set a tab. The Memoryuwriter beeps once to tell you a tab has been 
set. 
4 SPACE over ten spaces for the next tab A beep tells you the second tab has been set. 
location, and press 
i | 
G&G PRESS (as. to complete the setting. The carrier returns to the left margin but does not 
advance the paper up a line. 


In addition to setting tabs at locations you choose, you can tell the Memorywriter to set tabs every five spaces (a tab 
grid). To do this, simply press the SET TAB switch while the carrier is at the left margin. (Setting a tab grid will 
erase all previously set tabs in the typewriter.) 


Clearing Tabs 


Tabs can be cleared with the CLEAR TAB switch @igggj when you no longer need them. They can be cleared 
individually or all at once. Follow the steps below to clear one of the tabs you just set. 


AR 


@p PRESS to tab to the location The carrier moves to the first tab position. 
where a tab is set. 
@ PRESS to clear the tab. One beep lets you know the tab has been cleared. 


Pressing the CLEAR TAB switch when the carrier is at the left margin will clear all of the tabs at one time. 


f 
Gp PRESS (as. | to put the carrier at the 


left margin. 


@ PRESS to clear the tabs. The Memorywriter beeps once to let you know all tabs 
have been cleared except the left and right margin tabs 
which cannot be cleared. 


TAB 


12 


Using the Erase key 
The Memorywriter remembers the last 180 characters typed. This allows you to make corrections quickly and 
automatically. 


ror 
The key is located beside the right SHIFT key. When you touch the ERASE key, the carrier backs up and 
erases the last character or keystroke. To practice using the ERASE key, follow the steps below: 


@p TYPE the following text, as it appears, 
up to the arrow. 


The Xerox 620 Series Memorywriter has beem designed to make 
your typing tasks easier. Imagine being able to automatically 


center headings or to print a letter 10 times at the touch ofa 
Switch. | 


@& PRESS [2] once to erase the last char- The printer backs up and erases the character. 
acter of the word: beem . 


(If you need to erase several characters in 


a row, hold down the ERASE key until 
they’ve been erased. If you “hit” the 


ERASE key several times rather than 
hold it down, it remembers the number of 
times the key was hit and erases an equal 
number of characters.) 


TYPE the letter: n 
CONTINUE typing, using the key 


as needed. 
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Correcting Inside the Automatic Erase Limit 


If you make a mistake while typing, but don’t notice it until you’ve typed a few more words or even a line or two, 
you can move back to correct the error without erasing any of the correctly-typed text. 


The key (located above the RETURN key) is used to back up in the text without erasing any typed 
characters. RVRSE remembers what you did last and backs up or “reverses” over that action, up to 180 charac- 


ters. 


For example, if the last thing you touched on the keyboard was the TAB key, then you touch RVRSE, the carrier 
will move back automatically to its original location. It will not move back one space at a time, but in one motion. 


To practice using the RVRSE key, follow the steps below: 


AC TION 
Gp TYPE the text, as it appears, up to the 
arrow. , | 


The Memorywriter helps you to accomplist virtually all typing 


needs with its many time-saving features. 


@& PRESS to move back to the error. 
(Press the SPACEBAR if you go too far. 


€— POSITION the carrier to make the cor- 
rection depending upon the type of print- 
wheel you are using. 


@> PRESS to erase the “t”’. 
@ TYPE an “h” 
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If the Memorywriter beeps twice, it is telling you that 
you are trying to reverse past the 180 character limit. 


For 10, 12, and 15 pitch, the printwheel pointer on the 
top of the printwheel should be in the center of the 
character following the character to be erased (the “u” 
is to be erased in the example below). 


alluws 


If you are using a PS printwheel, the pointer should 
line up with the left edge of the character following 
the error. 


alluws 


The character is removed from the paper. 


The error is now corrected. 


Returning to the End of Your Typing 


The key (to the right of the RETURN key) is used to return to the end of your document to continue typing 
after correcting an error. 


Gp PRESS to go to the end of your The carrier moves to the right of the last character that 
typing. you typed. 


@ CONTINUE typing, using the and 
keys as needed. 


Corrections Outside the Automatic Erase Limit 


When using the Memorywriter like a regular typewriter, characters can also be corrected beyond the automatic 
180 character erase limit. Page 26 of the Reference Manual lists the steps for Erasing with MEMORY off past 
the 180 character limit. 


Additionally, if the paper has been removed or you need to squeeze characters on a typed line, refer to page 64 of the 
Reference Manual for instructions. 


Note: The RVRSE key reverses over your typed keystrokes. It is not the same as a backspace key. If you want to 
backspace, instead of reversing the action, see page 16 of the Reference Manual. 


15 


Reviewing What You’ve Learned 


¢ Margins and tabs are changed by turning on the PRINTER, spacing to the desired location, and pressing the 
appropriate switch. When all settings have been changed, pressing RETURN completes the settings. 


¢ MAR REL is used (at the left margin) to temporarily release the current left margin to set a new left margin to 
the left of the current left margin. 


¢ When setting the right margin, make sure the AUTO RETURN switch is off. If AUTO RETURN is on, it will 
not let you space past the current right margin to set a new right margin. 


¢ When you press the ERASE key, the carrier backs up and erases the last character or keystroke. 


¢ RVRSE is used to back up without erasing any typed characters. Like the ERASE key, the RVRSE key 
remembers the last 180 characters typed. 


¢ Pressing the GO TO END key quickly returns you to the end of your document after making a correction. 


MORE THAN A TYPEWRITER 


In this section, you'll learn how to record and store your documents for future use. 


More than a Typewriter . LE DEP eae OS Tee ae 2: oitee Seis ACs oe VE Re eae I oa Se 17 
Heasordine. Yotr Tig a5 es sso ke cock ois eo ave wee wb ook mentee 8 Sa aa eg Wp RAO Deena, RCN OTE tea 17 
Sieh raat Puedes 8 a EE AB EAPO Ra Ee a OE EE WAS 18 
Auto Return While Recording. ..................0e cece ore dh SRC > REIN TT dot WO cone A eh tl 20 
Keeping Track of Recorded Documents .. Parad oedema gehen Gai ehe res ae ee ene, Alb Scale 22 
Recalling a Document ................... ere cee eS Hath eS antag ble te aie as 23 
Printing a Document ......... Meee aky ena ied geass Rael eR Rae een chau Lee Ct eee RNa e athe Ss 24 
Moving a Document Through Display . pee toss Mw ets Be PEE OG TD RM Lr HL EERE ay ne ETS Ie 25 
Moving to the Beginning and End of a Document PIU Rie Aan Ae ME BE PEE. Tike OE a TS SPE 26 
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Reviewing What You’ve Learned ....................--0 005: Pada ee og hos «REE MR edte see Law ae ome 28 
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More Than A Typewriter 


Up to this point in your training, you’ve been using the Memorywriter like a typewriter — your keystrokes went 
directly from the keyboard to the paper. If you were asked to produce another typed original of one of the pages or 
add a paragraph, you’d have to retype the entire page. 


The 620 Series Memorywriter is “more than a typewriter”. The memory in the Memorywriter lets you store your 
typed keystrokes for future use. If you have a 620 Memorywriter, it can store about five pages of text or approxi- 
mately 9,260 typed characters. If you have a 625 Memorywriter, it can store about 10 pages of text or approxi- 
mately 19,180 characters. Or, if you have a 627 Memorywriter, it can store about 15 pages of text or approximately 
31,000 characters. 


By simply turning on the MEMORYY switch on the control panel before you begin to type, everything you type will 
be remembered by the Memorywriter. This means your typing can be printed as many times as you want, and you 
can make changes without having to retype the entire page. 


Think of the memory as a tape recorder — one that records your typing instead of music. The Memorywriter has 
this capability because it comes equipped with an internal battery. This battery is used to keep your documents in 
the typewriter even when the typewriter is turned off. During normal usage, the battery will stay charged. If your 
Memorywriter is new or has been turned off for over five days, you'll need to leave it on for 24 hours to recharge the 
battery. 


Recording Your Typing — 


To record your typing, simply press the switch on the control panel. This signals the Memorywriter that your 
typing is to be recorded. When this switch is off, the Memorywriter will be like a regular typewriter. 


When the MEMORY switch is on, everything you type will be recorded in exactly the order you type it. The 
Memorywriter will remember everything ... each character you type, along with the spaces, punctuation and 
carrier returns. The Memorywriter will even remember what margins and tabs you used for your typing! 


To help you see what's being recorded, the display will turn on whenever you turn the MEMORY switch on. 
Everything you type will show in the display, up to 20 characters at one time. 


Along with typed characters, you’ll see symbols in the display. Each of the display symbols is a command to the 
Memorywriter to do what you told it when you first typed the document. 


For example, a carrier return symbol will appear each time you press the RETURN key. 


A settings block symbol will appear at the beginning of the typing to show that the 
Memorywriter has recorded margins, tabs, and line spacing. 


A complete list of all the symbols and their meanings is provided on the inside back cover of the Reference Manual. 


In the following exercise, you’ll tell the Memorywriter that you want to record a document by turning on the 
MEMORY switch. 
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Recording Your Typing — continued 


ep PRESS aw The MEMORY light turns on. Settings block symbols 
= appears to the left of the pointer. This indicates the 
beginning of a new document. 


Note: If text appears in the display when MEMORY is turned on, someone else has typed information into 
memory. Press the STORE switch (on the control panel) twice to store the information and begin your new 
document. 


@€& TYPE your name. Each character is displayed as you type it. Typed 
spaces show as blank spaces in the display. 
€& PRESS The return symbol {is displayed. 
@p TYPE your address. Typed characters, spaces and returns show in the dis- 
| play as you type them. 
. os) . . . 
@ IF you make a mistake, press to Each time you press the ERASE key, it will erase one 
erase it, then type the correct character. character from the display and the paper. 


Note: When recording a document, it’s very important to remember to use the RETURN key to advance to the 
next typing line. If you manually roll the platen knob, this action will not be recorded in the document. 


Storing Your Typing 


Storing a document removes the document from the display and creates another “empty” document for your next 
typing job. A “document” can be a letter, a report, a list of names and addresses, or anything else you type. Each 
document can be more than one page in length. By storing documents separately, you can easily find them again 
when you need them. 


When you store a document, the Memorywriter automatically stores it under a number. The Memorywriter also 
offers you the option of adding a title to the number. The document number and title are not recorded in the 
document. They serve as a label only. Storing a document is like filing it in a filing cabinet. When you put a title on 
the document, it makes it easier to find again. 
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Storing Your Typing — continued 


Follow the instructions below to store the short document you just typed. For practice purposes, you'll give the 
document a title so that it will be easier to find. Titles can be one to ten characters long without any spaces between 
the characters. Numbers, letters, and punctuation can be used in the title. 


The STORE switch on the control panel is used to store documents. Be sure you look at the display while 
you're storing the document to see the messages. 


©1150 @ 
SET CLEAR "hint 
@2 30 


@ SPECIAL ENTRY 


SAVE RIGHT AUTO WORD ERASE ee 6 STORE ]| RECALL 


SETTINGS FLUSH STOP CENTER UNDLN een Sf Prva MAR REL BKSP |! _ FWD INDEX 


STORE 


Gp PRESS Bi to begin storing the The SPECIAL ENTRY light turns on and 
document. */7ITLE:@1/ appears in the display. (91 is the 
number the document will be stored under.) 


Note: [f you have other documents stored in the 
Memoryuriter, your display will show a number other 


than @1, 
@& TYPE the word address to give the The title appears in the display, but nothing prints on 
document a title in addition to the the paper. ITLE:@1/address 
— Note: If you did not want to title the document, you’d 
simply skip this step. 
€&} PRESS again to finish storing the PLEASE WALT appears in the display as the docu- 
document. ment is stored. The SPECIAL ENTRY light turns 
off: 
@— NOTICE that a new “empty” document A beep sounds and a settings block = appears in the 
appears in the display. display to indicate the beginning of a new “empty” 


document for your next typing Job. 
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Auto Return While Recording 


The AUTO RETURN feature on the Memorywriter helps 

you type faster because you don’t have to think about line 

endings when the AUTO RETURN switch is on. The car- 

rier will automatically return for you when your typing nears You return 
the right margin, so you don’t have to worry about typing past he carrier 
the margin. The only time you need to touch the RETURN hae 

key is at the end of short lines or at the end of paragraphs. 


Memorywriter 
returns the 
carrier here 


Later in the training, you'll learn that the Memorywriter can 
adjust the line lengths of your typing when you change mar- 
gins or make editing changes in a recorded document. To be 
sure this adjustment can be done correctly, you must use 


AUTO RETURN whenever you type paragraphs. 


The steps below will give you an opportunity to practice recording a document using AUTO RETURN and then 
storing the document. As you type, do not press RETURN, let the Memorywriter do it for you. (If you shoulc 
accidently press RETURN in the middle of a paragraph, simply press the ERASE key.) 


So that your typing will be recorded, be sure MEMORY is turned on and a settings block is in the display. 


GB PRESS (22 to turn on the Auto Return The AUTO RETURN light turns on. 
feature. | | 

@ TYPE the paragraph shown below, let- The carrier returns automatically when you type a 
ting the Memorywriter return the carrier space near the right margin. Notice the symbol for an 
for you. (Don’t worry about your line end- auto return + shows in the display when the carrier 
ings being the same as shown in the has been returned. 
example.) | | ee 


The woods in the springtime are beautiful to behold. Adorned with flowers and 
newly budded green leaves, the woods bring to mind that life is often full of beauty 


and pleasure. Even the bird's songs sound happier in the spring! 


CONTINUE on next page. 
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Auto Return While Recording — continued 


i 
€&» PRESS ES to end the paragraph. The symbol for a “required” return <4 shows in the 
' display. 
@>) PRESS |(™""'| again to. separate the The display shows two “required” returns. 
paragraphs. “ n the spring! Og | 
€& TYPE the paragraph below, letting the _ Your line endings may be different from those in the 
Memorywriter return the carrier. example. This is normal, as line endings vary with the 


pitch and the margins used. 


Next spring why not take time to go for a walk in the woods? 
Depending on where you live, this may be easily arranged or 


require some effort. However, seeing the woods in spring is an 
experience well worth the time and effort it takes. 


i 
@_ = END the paragraph by pressing (a=. | | 
(Do not continue to press RETURN to advance the paper out of the typewriter as these returns will be recorded in 


the document.) 


Did you look at the display and notice the difference between the auto return +! inserted by the Memorywriter and 
the required return a you typed? This is an example of how the display shows exactly what is recorded in a 
document. 


PRESS §aM to begin storing the The SPECIAL ENTRY light on the control panel 
document. turns on and the display shows the number for the 
document after the message:#/ TITLE: @2/ 
€3 TYPE the word perfection to give the The title appears in the display, following the slash 
document a title in addition to the after the number:E:02/rperfection 
— Note: The number of your document may be different 
if other documents have been recorded. 
© PRESS BM again to finish storing the PLEASE WAIT appears in the display as the docu- 
document. ment is stored and the SPECIAL ENTRY light turns 


off: 


A beep sounds and a setting block = appears in the 
display to indicate the beginning of a new empty docu- 
ment for your next typing job. 


When storing your own documents, the Reference Manual contains step-by-step instructions that you can refer to 
when you need help. To become familiar with the Reference Manual: 


Gp LOOK at the steps for Storing Docu- 
ments on page 65 of the Reference 
Manual. | 


Note: When you've finished recording all your documents, you should turn off MEMORY by pressing the switch. 
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Keeping Track of Recorded Documents 


You’ve learned a lot about the Memorywriter’s features for 
recording. You’ve also learned that the Memorywriter can 
hold a number of documents. Now you may be wondering how 
you're going to remember what you’ve recorded. Once again, 
the Memorywriter has the solution! 


Notice that the zero key has the green label LIST 
TITLES over it. With a simple command from you, the 
Memorywriter will print out a list of all the documents stored 
in the Memorywriter. The list will show you each document’s stored in 

number and title. The list will also show how many more | Memorywriter 
pages of typing will fit in the Memorywriter. 


List of 
documents 


In addition to documents, the list will show what phrases and settings are stored in the Memorywriter. These 
features will be explained later in the training. 


It’s a good idea to print a list of the documents stored in the machine at the end of the day so you'll have it in the 
morning to refer to. Documents will remain stored in the Memorywriter until you clear them. If the Memorywriter 
is left off for over five days, the internal battery will weaken and possibly cause you to lose stored information. The 
battery can be recharged by leaving the Memorywriter on for 24 hours. 


€—B HOLD down and press [2] to print A list of all documents prints out along with the 


a list of the titles. approximate number of pages left for storing. 


_.—(0l/address.._.._.. 


; document title (if a title was given) 
—~.02/perfection—— 


document number 


number of document *035/ 

currently in display stored phrases titles 
ee Re I ee Pe eee and first 20 characters of phrase 
stat.addre = Grant Tool Corporati— (explained later in the training) 


memo .Sset——_—____________________ Stored settings and set-ups 
(explained later in the training) 


Approximate number of 
pages remaining for ——O4—-05 PAGES LEFT 


memory use 


It’s very important to check the number of pages remaining for storage in the Memorywriter. A “page” is about 
2,000 characters, which means that a full page of typing may use more than one page of space. The document 
numbers may not always be in order and some numbers may be missing. This is normal. 
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Recalling a Document 
The real benefit of storing documents is, of course, being able to recall them so you can print them, add or erase 
text, or change margins. 


Recalling a document is really very simple. You know that documents are stored by number and title. So, to recall 
a document, you simply use the RECALL switch on the control panel and type the document’s number or title. 


@1150me@ 
SET CLEAR 
uboss Pe spell Bf DEC.TABE TAB aay 2 TABLE PRINTER HYPHEN@® CLEAR JUSTIFY Pale STOP 
3 


@ SPECIAL ENTRY 
SETTINGS FLUSH STOP CENTER UNDLN falbih sees Titles MAR REL BKSP ' FWD INDEX 


Follow the steps below to recall the name and address document you typed and stored under the title “address”. 


GB PRESS @@ to start recalling the */ \ 1 | © ‘q@ppears in the display and the SPECIAL 

document ENTRY light turns on. The Memoryuwriter is asking 

for the title or number of the document to be recalled. 

€ TYPE the word address (for the title of #/TITLE?Y addres sshows in the display as the title 
the document). of the document you’re recalling. 


PLEASE wal) appears momentarily and the 
SPECIAL ENTRY light goes off When the Memory- 
writer locates the document and recalls it, you'll see a 
settings block = and the beginning of the document. 


€& PRESS f@™ to finish recalling the 
document. 


Note: /f the title is typed incorrectly or the document is 
not stored in the Memoryuriter, you'll hear two beeps 
and see the message | ~~~. You may want to 
print a list of the titles and then repeat the recall pro- 
cedure by typing the title exactly as it was recorded. 


In the steps above, you recalled a document by typing its title. You can also recall a document by typing its number. 
For example, if the document has number 01 on the List Title print out, you can recall it by simply typing the 


number “1”. 


The steps for recalling a document are also listed in the Reference Manual. 


@3 LOOK at the steps for Recalling A Doc- 
ument on page 55 of the Reference 
Manual. 
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Printing a Document 


Did you ever have to retype a document because the original was lost, or because someone spilled coffee on it? 


Well, the Memorywriter has a solution for that problem! You can print as many copies as you need of any document 
recorded in the Memorywriter’s memory. 


PRINT STOP 


SET siipes |p AUTO 
FT SET | SET ff CLEAR , Stop 
LEFT SET pes Tash TAB. GLINE SPIE TABLE PRINTERBHYPHENMM CLEAR JUSTIFY Reruns 
— @2 30 


@ SPECIAL ENTRY 
STORE § RECALL 
SAVE RIGHT AUTO WORD © @ LIST ERASE RVRSE 
SETTINGS FLUSH STOP CENTER UNDLN UNDLN BOLD TITLES MAR REL BKSP ‘2 FWD INDEX 


Follow the steps below to print the “address” document you just recalled. When the document has finished 
printing, it can be stored again. 


Gp INSERT paper in the typewriter. 


€ PRESS &g to print the document. The document prints out. When printing is finished, 
you'll see the end of the document in the display. 


When a stored document has been recalled to the display, the STORE switch is used to remove it from the display. 
It is not necessary to type a title again. 


€p PRESS twice to store the document The document is removed from the display and a new 
again. (It is not necessary to type a title “empty” document appears in the display. 
when you store the document for the sec- 
ond time.) 


Note: If you need to stop a document from printing, simply press the STOP switch on the control panel. Pressing 
the PRINT switch again will start the document printing again. 


If you’d like more practice recalling and printing documents, repeat the steps to recall and print the “address” 
document again. You may wish to practice pressing STOP to stop printing. 
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Moving a Document Through the Display 


You’ve just seen how easy it is to recall a docu- 
ment and print it. There may be times when you 
want to recall a document and look at it in the 
display, without printing it. 


When you look at a document in the display, 
you'll see all the typed characters, spaces and 
symbols recorded in the document. At the begin- 
ning of the document, you'll see the settings 
block and at the end you'll see the last charac- 
ters. In between, you’ll see everything recorded 
in the document moving through the display as 
though it were one long line of characters. 


Characters are moved forward ee the dis- 
play by pressing the FWD ||") key. Charac- 
ters can be moved Baer i pressing the 
RVRSE key. 


RVRSE 


Sinfiaiihaaast 

eoonoggonn Ml 

EISoogoOe Roa BE= = 

SADR OUO0ORS Amar 
a ae F 


Follow the steps below to recall and look at the document you typed earlier and stored under the title “perfection.” 
The exercise will begin by printing the characters as they move through the display, so be sure you have paper in 


the typewriter. 


GB RECALL the document as follows: 
— Press 
— Type the title perfection 


— Press aml again 


FWD | 


@& PRESS |_| several times to move for- 
ward through the document. 


€—@ HOLD down to move through the 
text more quickly. 


Notice the settings block is to the left of the display 
pointer and the first word of the document is to the 
right. 


= The w 


The text moves past the display pointer one character 
at a time. The characters also print on paper if the 
PRINTER switch is on. 
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Moving a Document Through the Display — continued 


You can also look at a document in the display without printing it. 


The PRINTER switch ill (do not confuse it with the PRINT switch) on the right side of the control panel is used 
to turn the Memorywriter’s typing mechanism off. This allows you to move characters through the display without 


printing them. Always turn off PRINTER when using RVRSE in the display. 
PRINTER 


@1150me@ 
SET CLEAR ra UTO 


@ SPECIAL ENTRY 
SAVE RIGHT AUTO WORD LIST ERASE RVASE SapnE. | RECALL 
SETTINGS FLUSH STOP CENTER Gunite uNSEee ebes cates MAR REL ®8KSP 2 FWD INDEX 


GB PRESS jg to turn off the printer. The PRINTER switch light goes off. 

@& PRESS I Jo move characters through The characters move forward through the display but 
the display. do not print. 

€p PRESS to move characters back The text reverses through the display one character at 
through the display. a time. 


Note: The RVRSE key reverses the keystrokes already typed. If you want to man (Bee the printer rather than 
reverse text through the display, you’ll need to hold down |) (=) while you press | )- See page 16 in the Reference 
Manual.) 


Moving to the Beginning and End of a Document 


ERASE  RVRSE 


The Memorywriter has another key to help sts te tw cane 


move through a document in the es a Eee 
Its the GO TO END (START) key|***}. This —lelete et Tet deed is 
Bee ee eres ue at SB “aia 
es ae C || v es | « || 


€p PRESS to quickly move to the end P) EASE WAIT appears in the display as the Memory- 
of the document. writer moves to the end of the document. The end of the 


document is displayed to the left of the pointer. 
fort it takes aT 


€ HOLD down and press |; to P| EASE WAIT appears as the Memorywriter moves to 
move to the beginning of the soeamente the start of the document. Then the beginning of the 


document is displayed. =, The 


€ STORE the document by pressing The printer will move to the left margin if it is not 
twice. currently there. 
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Typing Without the Printer 


You’ve just seen that you can view a recorded document in the display without printing it. You can also type a new 
document without printing it. This allows you to correct mistakes in the display and then print a perfect copy. 


Follow the steps below to practice typing without the printer. Since you'll be typing a paragraph, be sure you use 
the AUTO RETURN feature. Before you begin, be sure MEMORY is on. When MEMORY is on, you can type 
with the PRINTER off. However, you can’t type with the PRINTER off if MEMORY is off. 


@ ) 
; AUTO i 
BE SURE (@ai@ is off and Gaia is on. 


TYPE the paragraphs below, remember- 
ing to let the Memorywriter put in the 


returns for you. Only press RETURN at 
the end of each paragraph. Use |. | to 


erase any typing errors, then retype the 
correct characters. 


The PRINTER switch light is off when the printer is 
turned off. 


The characters appear in the display but do not print. 
The Memoryuriter will beep when the typing 
approaches the right margin. Do not touch return. 
When you type a space, the Memorywriter will insert 
an auto return. 


The tourist industry is very important to Alpine countries. 
Visitors come from all over the world to enjoy the spectacular 
scenery and the renowned skiing and mountain climbing. 


Dairy farming and forestry are also important contributing 
economic factors. 


Did you look at the display while you were typing? The display can be used to see what you’ve typed and to check 
for typing errors. 


After the document has been typed, you can print and store it. Your printed document may have line endings that 
are different from the example. This is normal, since the Memorywriter will end the lines according to the margins 
set in your typewriter. 


j GO TO 
HOLD down ||| and press to 
return to the start of the document. 


INSERT paper in the typewriter. 
PRESS ig to print the document. 


STORE the document as follows: 
— Press 


— Type alpine for a title 


— Press again 
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PLEASE WA!) appears in the display. Then a beep 
sounds and the beginning of the document appears in 
the display. 4 ‘2 + 


The document prints out and the end of the document 
is shown in the display, to the left of the pointer. 


nomic factors. 


Reviewing What You’ve Learned 


¢ By simply turning on the MEMORY switch before you begin to type a document, everything you type will be 
remembered by the Memorywriter. 


¢ Everything typed will be recorded in the document and shown in the display. 


is the setting block symbol for margins and tabs 
is the required return symbol for returns typed from the keyboard 
i is the auto retura symbol for auto returns put in by the Memorywriter. 


¢ When typing paragraphs, the AUTO RETURN switch should be on. The only time you should type a return is 
at the end of paragraphs or short lines. 


¢ When you've finished typing a document, store it so you can begin the next document. 
¢ The Memorywriter will automatically give the document a number. You may also give it a title when you store it. 


¢ Once a document is stored, it can be recalled to the display to be printed, edited or simply viewed by pressing the 
RECALL switch, typing the document number or title, and pressing RECALL again. 


¢ A list of all documents stored in the Memorywriter can be printed by holding down the FEATURES key and 
pressing the zero key. 


¢ Pressing the FWD key moves the characters forward in the display. If PRINTER is on one character at a time 
prints. 


¢ RVRSE moves the characters backward in the display. 


¢ Erase is used to remove characters from the display and from the paper if PRINTER is on. 


Recording Margins, Tabs and Line Spacing 


In this section, you'll learn how to record settings and change settings in the 
middle of a document. 


methine s MOCKS icy 2 cubiie deawadean asad een wasn ameumeds wep aden tie poder cehdediten $006 Ob nadcains 29 
Changing Settings at the Beginning of a Document ............. 00. cece cece cece cece ce cccc cece cece. 29 
Changing Settings in the Middle of a Document ...... 0.0.00... ecco cece ec ce eeccccccccccccceeccc 32 
Priming 2 Set-Up LIers ti i405 5 faa ne’ du + tailed a ews Lame dawdleo Pu wees pach onuodee co hwlacdedeced ar cm, 33 
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Settings Blocks 


At the beginning of this manual you learned how to set margins, tabs and line spacing on your Memorywriter. 


You’ve already seen the settings block symbol = in the display. This symbol lets you know that the commands 
for margins, tabs, and line spacing are recorded at this point in the document. 


Of course, each document will have a settings block at the beginning. Documents can also have settings blocks in 
the middle of them. Any time margins, tabs or line spacing are changed in a document, a settings block will be 


recorded to indicate the change. After you’ve given the command to the Memorywriter, it will remember... so you 


don’t have to! 


Changing Settings at the Beginning of a Document 


Whenever you store a document or turn on the MEMORY switch, a settings block symbol = appears in the 


display at the beginning of the new document. The Memorywriter automatically records the margin, tab and line 
spacing information that is currently in the Memorywriter at the beginning of the new document. 


Often times you may want to use different margins, tabs or line spacing than those currently in the typewriter. You 
set margins, tabs and line spacing in Memory just like you set them when using the Memorywriter like a 
typewriter. The only difference is that you will see the settings block symbol = _ each time you press the SET 
LEFT MARGIN, SET RIGHT MARGIN, CLEAR TAB, SET TAB, SET DEC. TAB or LINE SP switches. 


Follow the steps on the next page to practice setting margins, tabs and line spacing in memory. 
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Changing Settings at the Beginning of a Document — continued 


and return to the left margin where your 
typing will begin. 


CONTINUE on the next page. 


. & 
Gp TURN on and [2am if they are not 
already on. 
@ IF carrier is not at the left margin, press 
| 
(ND NNT | 

€ HOLD down |=) and press |-- One beep indicates the margin is released. 

release the left margin. 

3 PRESS five or six times to move to a A reverse symbol * appears in the display each time 

new left margin position. you press the RVRSE key. 

@&® PRESS Fea to set a new left margin. One beep sounds and a new settings block = 
appears to indicate the new margin is set. 

@1 15@ 

@ PRESS the center of twice to Two settings blocks = = appear to indicate that double 

change to double spacing. (2) line spacing has been recorded. 

PRESS to clear all tabs. One beep indicates that all tabs are cleared. A settings 
block = appears to show that the clear tab command 
was recorded. 

€3 PRESS the space bar five or six spaces to The spaces will show as “blanks” in the display. 

move to the tab location. 

&» PRESS to set a tab. One beep indicates a tab has been set and a settings 
block = appears in the display to show the tab is 
recorded. 

@¢) PRESS the space bar five more times One beep indicates the tab has been set and another 

and press to set a tab. settings block appears in the display. 
TAB ® 
@i—p CHECK to be sure is off so the car- 
rier won’t return when you're spacing 
over to a new right margin. 

@r—a SPACE over forty or fifty spaces for a Blank spaces appear in the display. 

new right margin location. 

€kp PRESS to set a new right margin. One beep indicates the margin is set and the display 

shows a new settings block. 

€Zp PRESS to complete the settings The carrier returns to the left margin and the display 


shows a return after the last settings block =" . 
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Changing Settings at the Beginning of a Document — continued 
RESULT 
€ TURN on 


qs PRESS and type the following 
paragraph. 


Setting margins and tabs on the Memorywriter is very quick 


and easy. All you do is move the carrier to the desired 


position and press the setting switch on the control panel. 


END the paragraph with two carrier 
« returns. 
GED 


GO back to the beginning of the docu- PLEASE WALT appears in the display. The settings 

ment by holding down (= and pressing block and the first characters of the document appear 
GO TO . . . a 

in the display =,* 5e%t 


Notice that there is only one settings block at the beginning of your document. When you go back to the beginning 
of a document, the Memorywriter will automatically combine all the settings blocks into one block. 


When the Memorywriter combines the settings, it uses the last setting command you gave. So, for example, if you 
set a tab and then decided to clear it and set another one, the Memorywriter would not include the cleared tab in 


the combined settings block. 
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Changing Settings in the Middle of a Document 


Do you type documents that use different mar- , 4 a 
gins or different line spacing for portions of the Per oe Bee? Sen 
text within the document? Well it’s just as easy / tab and 
to change settings in the middle of a document margin 
as at the beginning. changes 
fo 
ST 


The illustration at the right shows some exam- 
ples of where different settings are used in the 
middle of documents. 


When MEMORY is on, the settings will be 
recorded in the document at the point where 
you change them. Settings in the middle of 
the document will never be combined with 
the settings block at the beginning of the 
document. 


The only rule you must follow when changing settings in the middle of a document is that the carrier must be at 
the left margin before you change the settings. And, the carrier must be returned to the left margin after you 
change the settings. That is, press RETURN, change settings, and press RETURN, again. 


rr 


Follow the steps below to practice changing settings in the document you just typed. At this point, the beginning of 
the document you typed on page 31 should be in the display. Use the steps below to go to the end of the document, 


change settings and add more text to it. 


ep PRESS to go to the end of the The end of the document appears in the display. 

document. 
i ; . 

@ BE SURE there are two return symbols The return symbol “will put the carrier at the left 
typed at the end of the document, if not, margin so you can change settings. 
press RETURN. 

ep BE SURE (ig is on. 

@ 3 SPACE over five spaces and set a new left The spaces and a settings block = appear in the 
margin. display. 

@ CHANGE the line spacing to single (1). A settings block = will display each time you press 

the LINE SP switch. 
@ PRESS (a |e complete the settings. This finishes the settings and returns the carrier to the 


left margin. A return symbol appears after the last 
settings block. = ™ . 


| 
‘CONTINUE on the next page. 
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Changing Settings in the Middle of a Document — continued 


TYPE the paragraph below letting the 
auto return feature return the carrier for 
you. 


Note: One beep will indicate that a margin or tab has been 
set. If MEMORY is on, a settings block will appear in the 


display to show the new setting has been recorded. 


€3 END the paragraph with a return. 


If you’d like, you can insert a clean sheet of paper and press the PRINT switch to print a copy of the document. 
When the PRINT switch is pressed at the end of a document, it will automatically go back to the beginning of the 
document and print it out. 


&p STORE the document under the title 
margins as follows: 


— Press 


— Type the title margins 


an 23 Press STORE 


Printing a Set-Up Line 


You have learned that the symbol for recorded settingsis = .There may be times when you want to know exactly 
what settings information that symbol contains. You can find out by printing a set-up line. The set-up line shows 
where the margins and tabs are set as well as what printwheel is in the Memorywriter. 


The keys used to print a set-up line are FEATURES , SHIFT and five . Follow the steps 


below to print set-up lines for the document you typed in the last exercise. 


@—p RECALL the document margins as 
follows: 
— Press , type margins, press {gam 


@ BE SURE you have paper in the 
typewriter. , 


2 BE SURE PRINTER I 


is on and the carrier is at 
the left margin. 


CONTINUE on next page. 


3d 


A set-up line for the first settings block prints. It 


printwheel pitch 


Printing a Set-Up Line — continued 
ACTION 

© HOLD down both [=] ana{_ 

then press{’ 3}. should look similar to the one below. 

left margin tab warning beep right margin ee ed vain 
A complete listing of all set-up line symbols is given on page 62 in the Reference Manual. 
Follow the steps below to print a set-up line for the settings changes that you made in the middle of the document. 

Since settings blocks in the middle of a document do not combine, it's important to move all the new settings blocks 

past (to the left of) the pointer in the display. Moving the settings block past the pointer is what reads the new 
RESULT 
The new settings blocks are read by the Memorywriter 


ee 
— 


as they pass the display pointer. 
Note: 


settings into the Memorywriter. 
ACTION 
® 
ep TURN OFF so you can move charac- 
ters in the display without printing. 
@ PRESS to move to the beginning of 
the second paragraph which begins with 
the word Note: ie de 
All the settings blocks should be to the 
left of the pointer. If you go too far, simply 
ce 
and press |<] to be 
A new set-up line prints out. 
= appears 
of a new 


press RVRSE. 
TURN ON PRINTER 
sure the carrier is at the left margin. 
HOLD down both |=] and 
and then press{’ 3 }. 
The document is stored and a setting block 
in the display to show the beginning 


PRESS (-—~Jto erase the return you just 


PRESS Bigiga twice to store the document. 
document. 


L 5 
typed. 
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Reviewing What You’ve Learned 
* Refer to the Reference Manual when you need help. The steps for setting margins, tabs, and line spacing are 
listed alphabetically in the “HOW TO” section beginning on page 11. 


¢ Margins and tabs are changed by turning the PRINTER on, spacing to the desired location, and pressing the 
appropriate switch. When all settings have been changed, pressing RETURN completes the settings. 


¢ When setting the right margin, make sure AUTO RETURN is off so the carrier doesn’t automatically return. 
* MAR REL is used to set a left margin to the left of the current left margin. 
¢ Margins, tabs, and line spacing are recorded in settings blocks = when MEMORY is on. 


¢ Margins, tabs, and line spacing can also be set without using MEMORY, when you don’t want to record your 
typing. 
¢ When several setting changes have been made at the beginning of a document, the Memorywriter will automati- 


cally combine them into one settings block. It will not combine settings blocks for changes made in the middle of 
a document, so you'll see a settings block in the display for each setting change. 


¢ Any time you want to know what settings are in a settings block, you can print out a set-up line using the 
FEATURES+ SHIFT and 5 keys. The carrier must be at the left margin and PRINTER must be on.. 


¢ The settings recorded in a settings block = will be read into the typewriter when the settings block passes to 
the left of the pointer. 


CREATING AN ATTRACTIVE DOCUMENT 


In this section, you'll learn to use some of the Memorywriter’s features that make 
typing easier and improve the appearance of your typed documents. 
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Creating an Attractive Document 


The 620 Series Memorywriter has features that can be used to improve document appearance quickly and easily. 
On the following pages you’ll learn how to use the features shown below. 


Automatic Centering of 
Text 


automatic centering 


automatic The Xerox Memorywriter makes it easy to underline one word or 
underlining a series of words. 
automatic Bolding is also done automatically for you. Bolding is an easy 
bold printing way to add emphasis to a document. 
Indenting is also automatic on your Memorywriter. You 
automatic only need to tab on the first line ofa paragraph and the 
indenting Memorywriter automatically returns to the tab stop on 


every line for you. 


Centering Between the Margins 


Have you ever wished that you could tell your typewriter to center a heading quickly — without going through the 


process of spacing over and counting characters? Well, the Memorywriter can center headings for you 
automatically! 


To center a heading between margins, you simply give the center command while the carrier is at the left margin. 


The Memorywriter will then figure the distance between the left and right margins and place your heading exactly 
in the middle. 


$ 
Notice the number 4 key has the green word CENTER above it. Using the FEATURES key with the 4 key 
gives the center command. Since the Memorywriter figures the distance between the left and right margin, it is 
very important to be sure both margins are set correctly for the document before you give the center command. 


For this exercise, be sure MEMORY is on so your document will be recorded. 


Gp INSERT paper in the typewriter and, for 
this exercise, be sure Powel is on. 


@& PRESS (as. | to be sure the carrier is 


at the left margin. 


36 


Centering Between the Margins — continued 


Research Testing 


New Jersey Division 
6/11/82 


€— HOLD down and press to give 


the center command. 


@p TYPE the heading Research Testing 


f 
@® PRESS to end the centered 
heading. 


A 4 appears in the display to indicate a center com- 
mand has been given. The SPECIAL ENTRY light 
turns on and when PRINTER is on, the carrier moves 
to the center between the margins. 


The <} and the text appear in the display and the 
carrier backs up but nothing prints. 


The centered heading prints and the SPECIAL 
ENTRY light goes off. 


You may have noticed that the SPECIAL ENTRY light on the control panel goes on when you give the centering 
command and goes off when you finish centering. This light is used to tell you when you've given a special 
command and are typing text, such as a centered heading, that is not being entered in the document in the normal 


way. 


& 
PRINTER 


q@ PRESS so that you can see how cen- 
tering works with the printer off. 


HOLD down and press to give 


the center command for the next heading. 


TYPE the heading New Jersey Divi- 
sion and press RETURN. 


CENTER the heading 6/11/82 on your 
own and press RETURN twice. 


PRESS to print the document. 


LEAVE the document in the display for 
the next exercise. 


The PRINTER switch light turns off. 


A appears in the display to indicate a center com- 
mand has been given. The SPECIAL ENTRY light 
turns on but the printer does not move. 


The heading appears in the display. 


Note: You can cancel the center command by pressing STOP before you press return. This will clear the center 


symbol and the text from the display. 


If you change the margins of the document after it is typed, 


new margins. | 


the centered heading will automatically adjust to the 


In addition to centering between the margins, you can also center over any point you choose. More information 


about centering is given in the Reference Manual section 


od 


— Centering at a Selected Point, on page 84. 


Underlining Made Easy 


With the Memorywriter you can underline one word or a group of words automatically! No longer will you have to 
backspace and type underlines. Instead, simply give the Memorywriter the underline command. 


The Memorywriter has two underline commands: one to underline a single word and one to underline a group of 
words. 


& 
The 7 key has the green label WORD UNDLN above it and the 8 key has the green label UNDLN 
above it. Using the FEATURES key with these keys gives the command to underline one word or a group of 
words. 


Gp BE SURE RETURN is turned on so the 
Memorywriter will return the carrier for 
you. 


© BE SURE (i is on so you can see how 
the Memorywriter underlines as you 


type. 


€&p TYPE the paragraph below, up to (but 
not including) the word one. 


— a, 
hea | 
With the Memorywriter's underline feature, underlining one word 
or a group of words is very easy and fast. 
4 
@p TYPE the word one (do not space after 
it). 
& 
@& HOLD down and press to o n e appears in the display and the typewriter backs 
underline the word “one”. up an a, underlines the word. 
«> SPACE once and continue typing up to, 
but not including, the word group 
HOLD down and press ||_s | [2 ]to turn The UNDLN light above the 8 key turns on to indicate 
on continuous underline. continuous underlining is turned on. 
TYPE the text to be underlined. Each character is underlined in the display and on the 


paper as you type. 


HOLD down and press to turn The UNDLN light turns off. 
off continuous underline. 


FINISH typing the paragraph; leave the 
document in the display. 


You’ve seen that to underline one word, you type the word and give the WORD UNDLN command. To underline 
text continuously, you turn on UNDLN, type the text, and then turn off UNDLN. 
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Bolding to Add Emphasis 


Want to add a little extra “zip” to the documents you type? The bold printing feature (which prints each 
character twice) can be used to add emphasis to headings and important words in any document. 


Notice the 9 key has the green word BOLD above it. The BOLD command works like the UNDLN 
command. You turn it on, type the text to be bolded, and then turn it off. (There is no key that will bold just one 
word the way WORD UNDLN does.) 


SO @ 6 


BE SURE [ffi is on so the Memory- 


off bold. 


Gp FINISH typing the paragraph. 


Use the bold feature whenever it's important to add emphasis 
vo" an entire phrase in any of your 


writer will return the carrier for you in 
the paragraph. 
TYPE the paragraph below, up to the 
word emphasis 
to a heading, word, or 
documents. 
a> a of at “aet -_— ens a 
HOLD down and press to turn 
on bold. 
TYPE the word emphasis 
HOLD down and press (5 ] to turn 
off bold. 
TYPE up to the word even 
HOLD down and press to turn 
on bold. 
TYPE the words to be bolded. 
HOLD down and press [5 ]to turn 
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dot below each letter to indicate it is bolded. The letters 
also print bolded as you type them. 


The BOLD light turns off. 


The BOLD light turns on. 


The BOLD light turns off. 


Practicing What You’ve Learned 


Now that you’ve seen how quick and easy centering, underlining, and bolding are, you may want to practice them 
on your own before you go on. (You may wish to turn the PRINTER off and simply type in the display, then print 
out the document when finished.) Remember, when centering between the margins, the carrier must be at the left 
margin when you give the command. If you want to underline a centered heading, turn on UNDLN before you give 
the center command. 


If you use BOLD and UNDLN together, the text in the display will have both an underline and a dot below it to 
indicate both features were used: text 


Refer to the “HOW TO” section of the Reference Manual if you need help. The features are listed alphabetically. 


WHEN finished practicing, store the doc- 
ument under the title fancy as follows: 


— Press 


— Type the title fancy 


STORE e 
— Press rome again 


Note: In the exercise you used bold, underline and centering on a document that was being recorded. You can also 
use these features without turning on MEMORY. 


Indenting Text —— - 


The Memorywriter has a feature that will. make typing 
indented text faster and easier. The documents at the right 
show examples of indented text. 


Notice the AUTO INDNT key above the TAB key. This 
key can be used to set a “temporary” left margin at the indent 
position. Simply tab to the position where the indented text 
should begin and press AUTO INDNT. 

i 


RETURN 
END INONT 


Notice the RETURN key has green words END 
INDNT on it. When you’ve finished typing the indented text, 
simply press FEATURES and RETURN to end the indent 
and move back to the left margin. 


Auto indents 


Follow the steps on the next page to practice using the AUTO 
INDNT feature. For this exercise, you'll record your docu- 
ment in Memory. When you’re typing other documents, you 


can also use AUTO INDNT without turning on MEMORY. Sa 
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Indenting Text — continued 


Before you start the exercise, be sure MEMORY is turned on so your typing will be recorded. 


Gp PRESS and set a tab five spaces Spaces and settings blocks = appear in the display. 
from the left margin. (Remember to turn 
the PRINTER on before clearing or set- 
ting a tab. Refer to the “HOW TO” section 
of the Reference Manual if you need 


help.) a 
@ PRESS 20 WONT || complete the settings. The display shows a return symbol after the last set- 
: tings block = ©. 
€& TURN ON GGmiiso the carrier will return 
for you. 
>) PRESS once to move to the The display shows a tab symbol .. . 
indent location. 
@® PRESS to set the indent. The display shows the symbol for auto indent ~ . 
@ 


TYPE the first two paragraphs below, 
letting the Memorywriter return the car- 
rier for you. (Press RETURN only at the 
end of each paragraph.) 


Outline formats can be a very effective way of 
presenting material that is subdivided into many 
sections and covers a great many details. 


Outlines are frequently used when making notes on all 


the facts about a subject or all the topics covered by a 
book. 


The Memorywriter has good news for typing outlines: 


i 
HOLD down and press (st: A settings block and return = : appear in the display 


end the indent. to indicate a return to the original left margin. 


It’s very important to end the auto indent by holding down FEATURES and pressing the RETURN key. This 
will return the carrier to the original left margin. The RETURN alone will not end the indent. 


€&@ TYPE the last line shown above and then 
press RETURN twice. 


CONTINUE on the next page to practice setting another auto indent after typing text at the left margin. 
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Indenting Text — continued 


ACTION RESULT 
&) PRESS and to move to and g outlines: ce * shows in the display. 


set the indent. 


Gp TYPE the indented paragraph below. 


All you do is tab to the indent level and press the AUTO 
INDNT key. From then on, the Memorywriter will use the 


indent level as the left margin, saving you the time it 
would take to tab over on each line. 


! 
Gip HOLD down and press (a=, A settings block and return = \3 appear in the display 


end the indent. to indicate a return to the original left margin. 


Note: Because AUTO INDNT temporarily changes the margins, if text is to be centered between the left and right 
margins, center the text before turning on AUTO INDNT. 


Gea STORE the document under the title 
indent as follows: 


— Press 


— Type the title indent 


— Press Maa again 


The auto indent feature can also be used to indent text from the right margin as well as from the left margin. If you 
have text that must be indented from both margins, refer to page 87, Indenting Both Margins Automatically in 


the Reference Manual for instructions. 
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Reviewing What You’ve Learned 
¢ The Memorywriter has a number of time-saving features that you can use when typing: automatic underlining, 
bolding, centering, and auto indent. 
FI 
¢ Centered text will be shown in the display with the center symbol © in front of it. 


¢ An auto indent (temporary left margin) can be set by tabbing to the desired location and pressing the AUTO 
INDNT key. When the indented material has been typed, end the indent and return to the original left margin 
by holding down FEATURES and pressing RETURN. 


¢ Underlined text will be shown in the display as underlined. 


¢ Bolded text will be shown in the display with a dot under each character. 


CORRECTING ERRORS IN MEMORY 


In this section, you'll learn how to make editing changes to documents 
recorded in memory. 
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Changes Made Easy 


If you frequently have to retype documents because someone decides to make a change, the Memorywriter is the 
typewriter for you! 

Any recorded document can be recalled and changed, then printed out again. If you frequently do “first drafts”, 
“second drafts” and at last a final, the Memorywriter will give you a new point of view when work comes back for 
changes. 


You already know how to record your work in the Memorywriter. You’ve also practiced recalling a document, 
looking at it in the display, and printing it out. In this section, you'll learn how to make changes to the document in 


memory. 
Making changes can be divided into two steps: (1) Locating the text to be changed and (2) adding or erasing text. 
The pointer on the display is used to position the text before making a change. When a character is to the left of the 


pointer, pressing the ERASE key will erase the character. When a character is to the right of the pointer, holding 
down FEATURES and pressing FWD will erase the character. Notice the green words ERASE FWD above the 


FWD key, 


Correcting Text 


Follow the steps below to recall the document you typed earlier titled: “perfection” and make the corrections shown 
on the next page. For this exercise you'll turn the PRINTER off and make the corrections in the display. Then you 
can print the document with AUTO RETURN turned on so that line lengths will be automatically adjusted on 
the lines where text was added or deleted. 


Gp RECALL the document perfection as The beginning of the document appears in the display. 


follows: a 
Note: If the title is not typed correctly, you'll hear two 


— Press beeps and see the message NOT FOUND - Print a list of 
bee Ahentitie nertecdor titles (FEATURES + O key) to see how the title is 
recorded and try the recall steps again. 


— Press bie again 


€& TURN OFF ii if it is on. The changes will show in the display and not print on 
the paper. 
€&» PRESS until the display pointer is = The woo djs in 


between the “d” and “s” in “woods.” (If 
you go too far press the RVRSE key to 
move back.) , 


CONTINUE on the next page. 


Correcting Text — continued 


TYPE the word land 


PRESS until the pointer is in front 
of the word “behold”. 


HOLD down and press to 


erase each of the characters in the word 
“behold” 


TYPE the word see 

(Check to be sure there is a space before 
the word “see” and the period after it. (If 
you accidentally erased the period, type it 
in.) 


PRESS until the words “newly bud- 
ded” are to the left of the pointer. 


ror 
HOLD down until the words “newly 
budded” are erased, then release the key. 


MAKE the change to “is often” on your 
own. 


PRESS to move to the end of the 
document. 


PRESS to move the pointer between 
the “s” in “takes” and the period. 


Gimp TYPE a space and the words to arrange 
CONTINUE on the next page. 


The woods in the springtime are beautiful to behold. Adorned 
with flowers and-newlybudded green leaves, the woods bring to 


mind that gs sound hap full of beauty and pleasure. Even the 
Cam C& 


Next spring, why not take time to go for a walk in the woods? 

Depending on where you live, this may be easily arranged or 

require some effort. However, seeing the woods in spring is an 
erience well worth the time and effort it takes. 

experience w W Ut , 


bird's songs sound happier _in the spring! 


The characters you type are added to the text in the 
display. Te woodlands in 


e beautiful toybehol 


Each time you press the FWD key, one character to the 
right of the pointer is erased. 


nd newly budded 2 ree 


ith flowers and sree 


effort it takeseg 


Correcting Text — continued 


The AUTO RETURN feature is always used to print documents after editing. Lines that end with an auto return 
(a return that the Memorywriter put in for you), will be adjusted wherever text has been added or deleted. 


For example, the Memorywriter would not be able to adjust the text in Example A because each line ends with a 
required return (a return you typed). 


The text in Example B can be adjusted because it contains temporary returns (returns the Memorywriter puts in) 
which the Memorywriter can convert to spaces. 


Example B 
When typing in memory, yous! 
have the option of turning, 
the Printer off. The only. 

time the Printer must be! 

on is when setting margins, 
and tabs 


Example A 
When typing in memory, you® 
have the option of turning® 
the Printer off. The only# 
time the Printer must bex 
on is when setting margins® 
and tabs 


If your document was typed with required returns “ at the end of each line, you can erase each return and replace 
it with a space. (Do not erase the returns at the end of paragraphs.) The line endings will then adjust when the 
document is printed with AUTO RETURN on. 


Note: When using AUTO RETURN with edited documents, there may be auto returns «! in the display that do 
not print because the Memorywriter automatically adjusts the line lengths and will ignore an auto return if it is 
not at the margin. Therefore, you do not need to be concerned about the placement of auto returns + in the text. 


ACTION RESULT 
Gip INSERT paper in the typewriter. 
12 


BE SURE rerun is on so that line endings 
will be adjusted. 


GE—B HOLD down and press to go After a few seconds, the beginning of the document 
to the start of the document. appears in the display. 


PRESS to print a copy of the 
changed document. 


HOLD down and press to go 


to the beginning of the document. Leave 
the document in the display for the next 
exercise. 
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FINDing Text in a Document 


nie 


You’ve already learned how to locate text in the display using the FWD and RVRSE keys. 


The FIND key (as be used to find (locate) text automatically. All you need do is press the FIND key, type the 
text you want to find, and then press FIND again to begin the search. The Memorywriter will then quickly search 
forward in the document from the position of the pointer until it finds text that matches the text you typed. This 


method of locating text is faster than pressing FWD. 


Follow the steps below to practice using FIND while editing the document you typed earlier and stored under the 
title “perfection”. The first editing change is in front of the word “beautiful”, so that’s the word you'll tell the 


pot 


Memorywriter to find. 


The woodlands in springtime are 


beautiful to see. Adorned 


with flowers and green leaves, the woods bring to mind that 
life can be full of beauty and pleasure. Even the bird's songs 
sound happier in the spring! 


Next Spring, why not take time to go for a walk in the woods? 
Depending on where you live, this may be easily arranged or 
require some effort. However, seeing the woods in spring is an 
experience well worth the time-and effort it takes to arrange. 


BE SURE you are at the beginning of the 
document. 


PRESS to begin finding the word 
“beautiful”. 


TYPE the word beautiful (If you make 
an error, use the ERASE key — the 
word must be typed exactly as it’s 
recorded in the document.) 


PRESS again to find the word. 


CONTINUE on the next page. 


47 


=,The w appears in the display. 


FIND: appears in the display, asking you what text 
you want to find. The SPECIAL ENTRY light also 
turns on. 


FIND:beautiful appears in the display. 


PLEASE WAIT appears in the display as the Memory- 
writer searches forward through the document for the 
word. 


sPringtime are,;beaut appears in the display. 
The word “beautiful” is to the right of the pointer. 


Note: [f the Memorywriter cannot find the word, NOT 
FOUND will appear in the display and the printer will 
be at the end of the document. Press STOP and repeat 
the FIND instruction, typing the word exactly as it 
appears in the document. 


FINDing Text in a Document — continued 


TYPE the word truly and a space. time are truly beaut shows in display. 


TELL the Memorywriter to find the Notice FIND: beautiful appears in the display 
words time and as follows: until you start typing new text. If you wanted to search 


aaa peas [m=] to the next occurrence of the same word, you could 
simply press F IND again without retyping the word. 


— Type time and 


— Press again 
HOLD down and press to 


erase the words “time and”. 


GO TO the start of the document. 


e 


TURN ON satay if not already on, so the 
line endings will be adjusted. 


PRINT the document. 


PRESS twice to store the revised 
document. 


Editing Centered Text 


So far you’ve learned that you can make corrections to the text in a document by editing it in the display. You can 
also make corrections to the commands and symbols recorded in a document. 


Follow the steps below to “uncenter” a heading, add text to a centered heading, and add a new centered heading. 
Use the document typed earlier and stored under the title “fancy”. The editing changes to be made are shown 
below. 


a es: ROROATON Testing Hardw gre 


New Jersey/ Division 
6/11/82 
2rl 


GB RECALL the document as follows: 
— Press am 


— Type the title fancy 


— Press ieee again 


€ TURN off Mig so you can edit in the dis- 
play without printing. 


CONTINUE on the next page. 
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Editing Centered Text — continued 


— en Research in Hardware 
New Jersey Division 
6/11/82 
gudereety 
ACTION RESULT 
, = rm 
& BE SURE the command is to the right of = a i @5@ When the center symbol & is erased, 
the pointer and then hold down and the text will print at the left margin (no longer cen- 
wo tered). Center symbols can be erased using ERASE 
press rw | to erase the center symbol. FWD. 


ng AE New Jersey Divis 
@— PRESS until the display pointer is len P 


in front of the word “Division” 


@ “TYPE the word Hardware (Be sure to The new word is added to the heading. The Memory- 
type a space after the word.) writer will automatically refigure the center position 
when text is added to or deleted from a centered 
heading. 
@ PRESS until the display pointer is ision ae 6/11/82 a i With 


to the right of the return after the cen- 
tered heading “6/11/82” 


HOLD down and press Nt give A center symbol 4 is displayed between the two 
the center command for the new heading. returns. 
€ TYPE the new heading Quarterly The display goes blank except for the center symbol 
! and the heading +4 Quarterly, 
© PRESS k_- ~~) to end the centering The document returns to the display. 
command. 
@@p PRINT the document as follows: 


— Hold down and press to go 


to the start of the document 
— Insert paper in the typewriter 
— Press 
Gap LEAVE the document in the display for 


the next exercise. 


Note: A center command cannot be added to previously typed text. The text must first be erased, the center 
command entered and then the text to be centered retyped. See page 20 of the Reference Manual for detailed 
instructions. 
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Adding Underlining and Bolding 


Underlining and bolding can easily be added to a document after it’s typed. Follow the steps below to add 


underlining and bolding in the document “fancy”. 


Research Testing 


New Jersey Hardware Division ~ 


2 
ynd ery 


ee ar adh : 


HOLD down (=| and press to go 


to the beginning of the document. 


@ 
TURN off big So you can edit in the dis- 


play without printing. 

PRESS (ial until the display pointer is 
to the left of the center symbol for the 
heading ‘New Jersey Hardware 
Division”. 


HOLD down and press to turn 


on underline. 


HOLD down and press to turn 


on bold. 


PRESS until the text “New Jersey 


Hardware Division” is moved to the left 
of the pointer. 


HOLD down and press to turn 


off underline. 


HOLD down and press to turn 


off bold. 


LEAVE the document in the display for 
the next exercise. 


Quarterly 


search Testing on Ne iw 


The UNDLN light turns on and text to the right of the 
display pointer is underlined. 


The BOLD light turns on and text to the right of the 
display pointer has the bold symbol (a dot) under it. 


The text has the underline and bold symbols under it 
as you move through the display. 


Sn, Sn Sa a 


The UNDLN light turns off and the text to the right of 
the display pointer no longer appears underlined. 


The BOLD light turns off and the text to the right of 
the display pointer no longer appears bolded. 


You’ve just seen that underlining and bolding can be added at the same time. You can also add them separately. 
Kither one (or both) is added by positioning the first character to the right of the pointer, turning on bold or 
underline, and moving the text past the pointer. When the correct amount of text has been moved past the pointer, 
turn the underline or bold feature off. 


Removing Underlining and Bolding 


Underlining and bolding can be removed from a document without retyping the text. Follow the steps below to 
remove some of the underlining and bolding in the document “fancy”. 
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Research Testing 


New Jersey Hardware Division 


6/11/82 
Quarterly 


With the Memorywriter's underline feature, underlining one 
word or a group of words is very easy and fast. 


Use the bold feature whenever it's important to add emphasis 
to a heading, word, or even an entire phrase in any of your 


documents. 


PRESS to locate the word group 


TYPE group (Note: It is not necessary 
to include the underline command in the 
FIND command.) 


PRESS to begin the search. 


HOLD down and press to turn 


off underline. 


PRESS to locate the word even. 


TYPE even (Note: It is not necessary to 
include the bold command in the FIND 
command.) 


PRESS (| to begin the search. 


PRESS four times to move the dis- 


play pointer past the word even. 


HOLD down and press to turn 


off bold. 


CONTINUE on the next page. 


remove bold 


found. All the underlined text is now to the right of the 
pointer. 


The UNDLN light turns off and the underlining is 
removed from the underlined group of words to the 
right of the pointer. (Note: This removes the underlin- 
ing for this series of words only.) 


The BOLD light turns on when the Memorywriter 
finds the bolded word “even”. dings word o reeven 


The BOLD light turns off: The text to the right of the 
pointer is no longer bolded. However, the text to the left 
of the pointer still shows the bold symbol (a dot). 


Removing Underlining and Bolding — continued 


40) PRINT a copy of the document to see the 
changes have been made (refer to steps on 
page 54 of the Reference Manual if you 
need help.) 


Research Testing 
New Jersey Hardware Division 
6/11/82 
Quarterly 


With the Memorywriter's underline feature, underlining one 
word or a group of words is very easy and fast. 


Use the bold feature whenever it's important to add emphasis 
to a heading, word, or even an entire phrase in any of your 
documents. 


Gp LEAVE the document in the display for 
the next exercise. 


Changing Settings After a Document is Typed 


There may be times when you decide to change settings after a document is typed. Perhaps the margins and tabs 
don’t look right, or perhaps you typed a draft in double spacing and now want to print it in single spacing. 


Setting changes can easily be made after a document is typed. If a setting change is made at the very beginning of 
a document, it will affect the entire document (unless there are other settings blocks recorded in the middle of the 
document.) If there are settings blocks recorded in the middle of the document, a change made at the beginning of 
the document will be in effect up to the point where another settings block is recorded. 


Follow the steps below to change the margins and line spacing in the document “fancy”. Since it only has one 
settings block in it, the change you make at the beginning of the document will affect the entire document. 


GB HOLD down|— || and press = he Rese ls shown in the display. The settings block 
| . . e 

at the beginning of the document is always to the left of 

the display pointer. 


e 
PRINTER 


@& BE SURE is On SO you can move the 
carrier to a new position. 

€p SPACE over about eight spaces to a new The spaces will show as blanks in the avoptay. 
position for the margin. 

@p PRESS Feat. set a new left margin. A beep will sound and a new settings block = will 


appear in the display. 


CONTINUE on the next page. 
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Changing Settings After a Document is Typed — continued 


5 
@ 
8 J 


PRESS ag to change the line spacing 
to double (2). 


j 
PRESS to complete the settings. 


BE SURE (is on so the line endings 
will be adjusted for the new margin. 


PRINT the document. 


PRESS twice to remove the docu- 
ment from the display. 


Another settings block = will show in the display for 


each line spacing change. 


The display shows a return symbol after the last set- 
tings block= % . 


The document prints using the new margins and line 
spacing. ' 


It’s important to remember that AUTO RETURN must be on when you print documents that have been edited or 
had margin and tab changes. If AUTO RETURN is not on, the line endings will not be adjusted. You should 
make a habit of turning on AUTO RETURN when you print any of your documents. 


Reviewing What You’ve Learned — 


¢ When ERASE is pressed, the character to the left of the pointer in the display will be erased. 


¢ When FEATURES plus FWD (ERASE FWD) is pressed, the characters to the right of the pointer in the 
display will be erased. 


¢ The FIND key can be used to quickly locate text in a document. Press the FIND key, type the text exactly as it 
appears in the document, and press FIND again to begin the search. 


¢ When using the FIND key, be sure you type enough text in the find command to make it unique. (Perhaps 
include the space before or after the word.) 


¢ To print a document that’s been edited, turn on AUTO RETURN so the line endings will be adjusted. 
¢ The BOLD and/or UNDERLINE command can be added to or deleted from text that has been typed in Memory. 


¢ Refer to the Reference Manual for an alphabetical listing of the features should you need help. 
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CONTROLLING THE WAY A DOCUMENT PRINTS 


In this section, you’ll learn to use the Memorywriter’s features for controlling the 
way a document prints. With these features, you can print a document with an even 
(justified) right margin and find words that need to be hyphenated. 
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Justifying the Right Margin 


When the JUSTIFY switch is turned on, your document will print with an even right margin. (The text in 
this Manual has a justified margin.) This gives the document a neat, professional appearance. 


The Memorywriter can justify the margin of any paragraph typed with the AUTO RETURN feature on. For 
example, the Memorywriter would not be able to justify the text in Example A below because a return was typed 
at the end of each line. The Memorywriter cannot adjust line endings when the line ends with a required return. 


The text in Example B can be justified because it contains auto returns, so the Memorywriter can adjust the line 
endings. 


Example A Example B 


When typing in memory, you # 
have the option of turning # 
the Printer off. The only «' 
time the Printer must be on # 
is when setting margins and +#' 
tabs. & 


When typing in memory, you 
have the option of turning 
the Printer off. The only ® 
time the Printer must be on @ 
is when setting margins and & 
tabs. & 


P| 


Follow the steps on the next page to print a justified copy of the document you typed and stored under the title 
“perfection”. 
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Justifying the Right Margin — continued 


€—B RECALL the document: perfection (See =,The w appears in the display. 
page 55 Recalling a Document in the 
Reference Manual if you need to review 
the steps.) 


e@ 
© PRESS Ha@ to turn on justify. The JUSTIFY light turns on. The AUTO RETURN 
light automatically turn on (if not already on.) 


€& PRESS Sem to print the document. The text prints with the lines right justified; the dis- 
play is dark during printing. 
Note: If you press the STOP switch while printing a 
justified document, the typewriter will finish printing 
the current line and then stop at the left margin of the 
next line. 


@— STORE the document. 


g 
Note: If a line(s) of the document does not justify, it is because the line ends with a required return. To correct the 
line so that it will print justified, erase the required return symbol and replace it with a space. Then print the 


document again. 


JUSTIFY does not record in a document the way the margins and tabs do. You’1] need to turn on JUSTIFY each 
time the document is printed. 


JUSTIFY works by adding “white space” between words so it can spread them to the margin. These spaces are not 
recorded in the document, but only show up on the print out. If you want to reduce the white space between words, 
you can use Hyphen Scan (see next page) or change the margin zone (See page 89 in the Reference Manual.) 


The PRINT switch must be used to justify a document. The adjustment cannot be made using the FWD key. 
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Hyphen Scan 


There may be times when you want to hyphenate lengthy words at the right margin to make the margin more even 
or, in justify, to reduce the white space added between words on a line. 


e 
The HYPHEN switch on the control panel helps you do just that. When you turn on HYPHEN, the 
Memorywriter will scan the document for words that can be hyphenated at the right margin. When it finds one, it 
will display it so you can select the correct position for the hyphen. 


Follow the steps below to type a document with words that will need to be hyphenated. 


MEMORY 


BE SURE is on so the document You should see a settings block and an “empty” docu- 


will be recorded. ment in the display. 


@ 
AUTO 


BE SURE (is on so the Memory- 
writer will put auto return in the 
document. 


TYPE the document shown below, letting the Memorywriter return the carrier within the paragraphs. 


The following words may have to be hyphenated: 
nonresponsiveness, disciplinary, guidance, technological, 
hypothetical, implementation, endeavors, stabilization, 
comprehensive, instrumentalities, counterproductive, 
incrementalized, departmentalized, conglomerate, 
accommodation, interdepartmental, infrastructure, 


environmental, approximations, confrontational, and 
management. 


Other words could be: multiphasic, accreditation, 
progressive, sophisticated, technology, orchestrated, 
requirement, parliamentary, informational, approximation, 
and committees. 


After the document is typed, HYPHEN scan can be used to hyphenate the long words. When the Memorywriter 
identifies a word for hyphenation, you can tell the Memorywriter where to hyphenate the word, or tell the 
Memorywriter not to hyphenate the word. 


GO TO the start of the document. 


CONTINUE on the next page. 
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Hyphen Scan — continued 


e 
@& PRESS ore start the Memorywriter PLEASE WALT appears in the display and the 
scanning the document for words to HYPHEN light turns on. Then the first word that 
hyphenate. needs to be hyphenated will appear in the display posi- 


tioned over the pointer. 


Note: If the end of the document appears in the display 
and the HYPHEN light turns off, no words needed 
hyphenation decisions. 


@ PRESS or to position the dis- 


play pointer where the hyphen should go. 
(If JUSTIFY is on, only RVRSE may be 
used. If you do not want to hyphenate a 
word, simply press RETURN.) 


PRESS to hyphenate the word. PLEASE WALT @ppears as the Memorywriter enters a 
— hyphen and begins scanning again. 


Note: If the Memorywriter beeps twice, the SHIFT key 
is locked down. Release the lock and type a hyphen. 


€ CONTINUE to hyphenate each word 
appearing in the display until the end of 
the document appears and the HYPHEN 
light goes off. 


WHEN the HYPHEN light turns off, 
print the document. 


Gi) STORE the document under the title 
hyphen. (See page 65 Storing a New 
Document in the Reference Manual if 
you need to review the steps.) 


When you look at a document in the display after using HYPHEN scan, you may notice hyphen symbols 
wherever a hyphenation decision was made. These hyphens will only print when they fall at the end of a line. 
Therefore, you don’t need to worry about erasing them when you change margins or edit the document. 


Note: If you do not want to hyphenate a word, simply press RETURN. This tells the Memorywriter not to 
hyphenate the word and to continue scanning the document. 


When working with your own documents, the Memorywriter may ask you to hyphenate compound words like 
electrical/mechanical and mother-in-law. When this happens, it is proper to insert a return after the slash (/) or 
dash (-) by positioning the dash or slash to the left of the pointer and pressing RETURN. 


See page 36 in the Reference Manual for assistance in using HYPHEN scan on your own documents. 


od 


Using Auto Stop to Control Playback 


Many of the documents you type will be longer than one page. The AUTO STOP feature on the Memorywriter 
provides a method for you to control printing. By using the auto stop feature, you don’t have to worry about the 
document printing off the bottom of the page if you forget to press STOP to stop printing. When the Memory- 
writer encounters an auto stop, the printer will stop and the MEMORY switch will automatically turn off. 


For example, if you want to type a list of names and addresses to be printed on envelopes, you can record an auto 
stop command at the end of each address so the printer will stop for you to insert another envelope. Auto stops can 
also be placed in a document where variable information is to be placed. See page 81 of the Reference Manual for 
instructions on typing letters with variable information. 


The exercise below will give you practice in entering and using the auto stop command for controlling playback of a 


multi-page document. 


ep BE SURE is on so the document 
will be recorded. 


@ “TYPE the title page below, centering the 
text. Remember to return the carrier at 
the end of each centered heading. 


You should see a setting block but no text in the 
display. 


PAGE FORMATTING 


By Helen E. Bailey 


June ll, 1983 


© END the page by holding down|||) and 
press (3 ] 
@p TYPE the next page of the document 


shown below. (End each paragraph with 
two returns.) 


The Memoryuriter beeps once and the symbol for an 
auto stop = appears in the display. 


The format of a document is commonly thought of as the left 
and right margin settings, the tab settings and the line 
Spacing. Formatting also includes other aspects. 


The amount of white space at the top and bottom of a page is 

part of the document's format. In addition, centered headings 
and the inclusion of page numbers can also be considered part 
of the format. 


CONTINUE on the next page. 
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Using Auto Stop to Control Playback — continued 


@ «END the page by holding down The symbol for an auto stop c appears in the display. 
and pressing [2]. 


@ TYPE the reference page shown below. 


Reference 


Minot Manual of Style, Prentice and Prentice Publishing Company, 
1980, New York, New York. 


Now that the document is typed, you can print a copy of it to see how the auto stops work. 


INSERT paper in the typewriter. 


€& PRESS (i to start printing the When the printer encounters an auto stop, the printer 
document. stops and the MEMORY switch turns off. 


&) INSERT another sheet of paper and The MEMORY ‘switch turns on and printing con- 
| | ti til ther auto stop is encountered. 
press sr Ea print the second -page of the ope Oe ee OP 


document. 


Gp INSERT another sheet of paper and 
press to print the last page of the 
document. 


GiB STORE the document under the title 
format. 


You can also use auto stops if you have documents that need to be printed with two different printwheels. (Perhaps 
you want to use italics to emphasize a sentence.) By recording an auto stop command at the point where the 
printwheel should be changed, you can be sure the printer will stop for you to change the printwheel. 


When you insert a printwheel, the Memorywriter will automatically check the printwheel pitch. If the new 
printwheel is a different pitch (e.g., 12 pitch to 10 pitch) the Memorywriter automatically resets the margins and 
tabs to the new pitch. Therefore, you must reset the tabs and change the margins if you wish to maintain the same 
printing position. 
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Reviewing What You’ve Learned 


¢ To print a document with a justified (even) right margin, turn on JUSTIFY before you print. 


* HYPHEN scan is used when lengthy words need to be hyphenated to make the right margin more even. 
HYPHEN scan can also be used to reduce the white space between words on justified print outs. 


¢ When using HYPHEN scan, the word to be hyphenated will appear over the display pointer. FWD and RVRSE 


are used to position the pointer where the hyphen should be, then a hyphen is typed. (If you don’t want to 
hyphenate the word, RETURN is pressed.) 


¢ An AUTO STOP can be inserted in a document at the location where a page should always end. 


MORE ABOUT SETTINGS 


In this section, you’ll learn more about changing and adding settings in the middle 
of a document. You'll learn how to save settings for future use. 
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Adding Settings 


With the Xerox Memorywriter, you can record as many different settings changes in a document as you need. You 
can enter these settings changes when the document is first typed or when you edit it. 


Recorded settings blocks control the layout of the document. For example, the document you typed earlier and 
titled perfection contains margin settings but no tabs. To indent the first line of the last paragraph, you could add 
a tab setting to the first settings block in the document or set the tab at the beginning of the last paragraph. In the 
following exercise you’l! set a tab at the beginning of the last paragraph. 


The woodlands in springtime are truly beautiful to see. 
Adorned with flowers and green leaves, the woods bring to mind 
that life can be full of beauty and pleasure. Even the bird's 
songs sound happier in the spring! 


Next spring, why not take time to go for a walk in the woods? 
Depending on where you live, this may be easily arranged or 
require some effort. However, seeing the woods in spring is an 
experience well worth the effort it takes to arrange. 


GB RECALL the’ document titled = Aa ® \ appears in the display. 
perfection 
€& POSITION the display pointer to the nthe spring! Le Nex t appears in the display. 


left of the words “Next spring” at the 
beginning of the second paragraph. 


TURN eainice on. 


SPACE over five spaces and set a tab. A beep sounds and a settings block appears in the 
display to show the tab is recorded. 


f 
PRESS to complete the settings. 


PRESS to indent the first line of A tab symbol * appears in the display. 
the paragraph. 


GO TO the beginning of the document. 
MAKE sure is on so the line endings 
will be adjusted. 

PRINT the document. 


LEAVE the document in the display for 
the next exercise. 


soe o8 OG OC 


N ote: It’s important to remember that settings blocks only affect the text in a document from the position of the 
settings block forward. So, for example, if you wanted a tab setting to be used for text throughout a document, you 
must set the tab at the very beginning of the document. 
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More About Editing Settings Blocks 


Settings blocks can be erased from documents using the ERASE FWD command. However, it is very easy to 
accidentally erase a setting that you need. It is usually best to leave the current settings blocks in the document 
and simply add a new settings block to the right of the existing ones. Since the Memorywriter uses the last settings 


block read, your text will print with the new setting. 


In the next exercise, you are going to delete the settings block with the tab in it so that you can see the importance 
of a settings block and how it controls the text that follows it. 


GO TO the start of the document. 


PRESS 


TYPE Next to search for the the begin- 
ning of the second paragraph. 


PRESS again. 
PRESS eight times to move the 


pointer to the left of the spaces and the 
settings block. 


HOLD down and press seven 


times to erase the spaces, settings block 
and return (but not the tab symbol). 


GO TO the beginning of the document 
and print the document. 


FIND: Next appears in the display. 


The PRINTER turns off and the Memoryuwriter 
locates the tab symbol in the document. 


The display shows: » the spring! het 


The settings block = is erased and the tab instruction 
+ remains at the beginning of the line. The display 
shows: n the spring! %B Next 


Notice that the Memoryuriter tabs to the right margin 
because the tab instruction is still at the beginning of 
the paragraph but there is no tab set in a settings 
block. 


To correct the document, follow the steps below to put a tab setting back in the document. 


POSITION the pointer to the left of the 
tab symbol in front of the second 


paragraph. 
TURN on , Space over five spaces 


and set a aD 
GO TO the beginning of the document. 
BE SURE fea 
document. 
STORE the document. (See page 67 
Restoring a Previously Stored Docu- 
ment in the Reference Manual if you 
need to review the steps.) 


to complete the setting. 


is on and print the 
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n the spring! gg, +Next 


A beep sounds and the spaces and a settings block 
appears in the display. 


Changing Settings in the Middle of a Document 


There will be times when you need to change a setting in the middle of a document. Perhaps a paragraph will need 
different line spacing or perhaps you need to type columns that require different tab settings. These setting 
changes can easily be added to a document. Just remember, the setting change will affect the text in the document 
from the position of the settings block forward. 


Settings blocks should be recorded at the left margin, to ensure that the new settings affect the entire line of text 
where the change is made. 


The following exercise will give you practice in changing a setting in the middle of the document “margins” typed 
earler. Rather than erase the old settings blocks, you’ll simply add new ones to the right of them. 


6B RECALL the document margins =,+ Sett appears in the display. 
@€& PRINT the document so you can see 
what it looks like. 
€&p PRESS so you can search to the The display goes blank except for the word FIND: 
beginning of the second paragraph. | 
@€p TYPE the word Note: FIND: Notes shows in the display. 
@® PRESS again. The Memorywriter goes back to the beginning of the 
| document and searches forward uniil it finds the word 
“Note:” in front of the second paragraph. 
- : nel ache === BAN ote: Shows in the display. 
@ TURN ON (ig and turn off (BRM so you 
can set new margins. 
PRESS the spacebar five times and set a Spaces and a new settings block = appear in the 
new left margin. — display. 
€3 PRESS the spacebar approximately 30 Spaces and a new settings block = appear in the 
times and set a new right margin. display. 
@1 150 
&) PRESS ome S? ae change line spacing to A new settings block = appears in the display. 
1.5. 
f 
GID PRESS | exo'non, || to complete the settings. 
Gp GO TO the beginning of the document. 
GB TURN on fm so the line endings will 


adjust to the new margins. 
CONTINUE on the next page. 
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Changing Settings in the Middle of a Document — continued 


GER PRINT the document. 
€7— STORE the document. 


It’s important to remember that settings blocks affect everything recorded in a document after (to the right of) the 
settings block, up to the next settings block. Therefore, when you want to change a setting for one paragraph in 
the middle of a document, you'll need to record the new setting in front of the paragraph and then change back to 
the old setting after the paragraph. 


The arrows in the example below shows where the settings blocks should be recorded to change the settings for a 
paragraph in the middle of a document. 


—+ 1.1 Paragraph 23 of Article 126 specifically 
prohibits the use of possession of fire arms on 
park property by private citizens. 


—- Exceptions to Paragraph 23 of Article 126 have been made 
in cases where shows or diSplays are held during fairs and 


public gatherings when petition to the Office of Parks has 
been made 30 days in advance of the event. 


~e 1.2 Paragraph 24 of Article 126 specifically 
prohibits the use or possession of alcoholic 
beverage on park property between l2 midnight and 
10 a.m. 


6p TURN OFF (i for the next exercise. 
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Saving Settings 


So far you’ve learned how to set margins, tabs and line spacing and record them in a document. You can also 
instruct the Memorywriter to save the settings by themselves (not in a document). Saving settings does not erase 
them from the document; it simply copies them and stores them in the Memorywriter. 


You may have settings that you use over and over for different document. For example, you may use one set of 
margins and tabs every time you type interoffice memos, and then use another set of margins and tabs when you 
type letters. 


The settings you use frequently can be saved so that you can recall them any time you need them. This eliminates 
the need to repeat the set-up process for margins, tabs, and line spacing. 


Settings are saved by typing a title and giving the SAVE command. Notice the AUTO INDNT key has the green 
label SAVE SETTINGS above it. The settings will be saved (recorded) separately from the document in the 
display. (This will not erase them from the document in the display.) MEMORY can be on or off when you save 
settings. In the following exercise, you'll save the settings that are currently in the typewriter. 


@p HOLD down and type format-1 to The SPECIAL ENTRY light turns on and 
title the setting. (It is not necessary to format-1 @ppears in the display but nothing prints. 
hold down after you type the first 
letter.) | 

@ PRESS to indicate “this title 
equals...” 

ey HOLD down and press to PLEASE WAIT appears in the display and the settings 

_ finish saving the settings. are saved. The SPECIAL ENTRY light turns off 


when the settings have been saved. 


Note: The settings title can be one to ten characters. The first character must be alphabetic (a-z) and there can be 
no spaces in the title. 


When you print a list of the titles, the saved settings titles will appear at the end of the list. 


€3} HOLD down and press to The list of titles (similar to the one on page 22) prints, 
print a list of titles. with the saved settings at the end. Notice that it prints 
in one and one half spacing. This is the line space 

setting that is currently set in the typewriter. 
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Recalling Saved Settings 


After you’ve saved a setting, it can be recalled as many times as you need it. For this exercise, you'll change the 
margin, so you can see the carrier move when the saved settings are recalled into the typewriter. (Note that the 
RECALL switch is not used to recall saved settings.) 


MAKE SURE (|gii@ is on. 


PRESS the spacebar ten times and set a 


new left margin. 
@1 1.5@ 


GD 
L 2 
€&» PRESS nce select single (1) spacing. 
4 | 


PRESS to complete the setting. 
| aces nha 


Now yow’re ready to recall the setting and watch the margin and line spacing change. 


@G® HOLD DOWN and type format-1 This is the title you gave the setting when you saved it. 
(It is not necessary to hold down The title appears in the display. The SPECIAL 
after you type the first letter.) ENTRY light turns on. 

@ PRESS the spacebar once to recall the The SPECIAL ENTRY light turns off. Notice the left 
setting. margin moves and the line spacing is reset to 1.5. 


Clearing a Saved Setting 


Once a setting has been stored, it will remain in the Memorywriter until you clear it. Saved settings should be 
cleared (erased) from the Memorywriter when they are no longer needed to make room for new saved settings. 


€p HOLD down [Sana type format-1 (It The SPECIAL ENTRY light turns on and the title 
is not necessary to continue to hold down appears in the display as you type it. 
after the first letter is typed.) 

@ PRESS to locate the title. The Memoryuriter will beep once to tell you it has 


located the saved setting. 


Note: If you hear two beeps, the title could not be 
found. Retype the title exactly as it appears on the list 


titles. 
e@ 
€& PRESS bee The CLEAR light turns on, asking if the setting is to 
be cleared. 
e 
PRESS [fief again. The CLEAR and SPECIAL ENTRY light turn off 


PRINT a list of titles to see that the set- the saved setting is cleared. 


ting has been cleared from the 
Memorywriter. 
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Reviewing What You’ve Learned 


¢ A settings block affects the text in the document from the position of the settings block forward. 


¢ When changing settings, it is best to add the new settings to the right of the existing settings blocks, rather than 
erase the old settings blocks. 


¢ The margin, tabs, and line spacing settings you use frequently can be saved (stored) in the Memorywriter and 
recalled whenever you need them. (Saving settings records them in the Memorywriter but does not remove them 


from the typewriter.) 
¢ MEMORY does not have to be on when you save settings. 


CLEARING DOCUMENTS 


In this section, you'll learn how to clear individual documents from the Memory- 
writer. You'll also learn how to clear all documents from the Memorywriter at one 
time. Additionally, you'll learn how the Memorywriter tells you when its running 
out of storage space. 
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Clearing (Erasing) a Document 


When you have documents that you no longer need, it’s a good idea to clear (erase) them from the Memorywriter to 
make room available for new documents to be stored. 


Follow the steps below to practice clearing the document titled “address“ from the Memorywriter. 
ACTION RESULT 


Gp PRESS bee SPECIAL ENTRY light turns on and */TITLE? 
appears in the display. 


€& TYPE: address *#/TITLE?address appears in the display. 
© PRESS Beg to begin clearing the SPECIAL ENTRY turns off and the CLEAR light 
document. — turns on to indicate that the document is about to be 
cleared. 
@€3} PRESS cuca again. The CLEAR light turns off, a beep sounds and when 


PLEASE WAIT is removed from the display, the docu- 
ment is cleared. 


If you change your mind about clearing a document, pressing STOP before pressing the CLEAR switch a second 
time will cancel the clear command. 
If a stored document is recalled to the display and CLEAR is pressed twice, the Memorywriter will clear 


all the text from the document but the document number and title (if one was given) will remain stored in 
the Memorywriter. Should this happen, you can erase the title and number using the steps above. 


Clearing All Memory 


All documents, phrases (discussed in the next section), settings and set-ups stored in the Memorywriter can be 
cleared (erased) at one time. This is a useful procedure if you want to erase all stored information. However, as you 
have learned, there are other ways to clear specific stored information without erasing everything in the 
Memorywriter. , 


Additionally, when the Memorywriter is cleared, all tabs that are currently set in the typewriter will be cleared 
and the line spacing will be reset to single spacing. Depending upon the type of printwheel that is currently in the 
typewriter, the margins are reset to the standard settings for that printwheel. 12-pitch and PS (proportional 
spacing): margins reset to 12 and 84, 10-pitch: margins reset to 10 and 70, 15-pitch: margins reset to 15 and 105. 


As a suggestion, print a list of titles (FEATURES + 0) before clearing all Memory and check to be sure you will 
not be clearing information that should be saved. 


To clear all memory, follow the instructions below: 


ACTION RESULT 
€—p HOLD down and and The carrier returns to the standard margins and the 


Memoryuwriter beeps once to tell you all memory is 


ress 
P cleared. 


& PRINT a list of titles to see that all 
stored documents have been cleared: 


¢ Hold down and press 
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Memory Full Warning 


The 620 Memorywriter will store approximately 9,260 characters. The 625 Memorywriter will store approx- 
imately 19,180 characters and the 627 Memorywriter will store approximately 31,000. When the Memory is 
nearly full, the Memorywriter will beep with each character typed to alert you that you are running out of storage 
space. 


As a suggestion, when you hear the warning beeps, store the document you are currently working on. Clear 
unneeded stored documents, phrases, settings and set-ups from the Memorywriter to make room for additional 


typing. 


ae Warning Signal What It Tells You 


Typing a Document with Memory Beeping starts and MEMORY 180 characters are left 
on light flashes 


Beeping stops 150 characters are left 


Beeping starts again 30 characters are left | 


MEMORY light turns off No characters are left - nothing 


more can be stored 


Beeping starts and MEMORY 90 characters are left 


light flashes 


Stored a Phrase with Memory On 


75 Characters are left 


Beeping stops 


15 characters are left 


Beeping starts again 


MEMORY light turns off 


No characters are left - the phrase 
is cancelled 


30 characters are left 


Beeping starts and SPECIAL 
ENTRY light flashes 


Storing a Phrase with Memory Off 


SPECIAL ENTRY light turns 
off 


No characters are left - the phrase 
is cancelled. 
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Reviewing What You’ve Learned 


* To clear a stored document from the’ typewriter, press RECALL, type the title or the document number of the 
document to be cleared, press CLEAR twice. 


* All documents, phrases and settings can be cleared from the Memorywriter at one time by holding down 
FEATURES and SHIFT and pressing STOP. 


* The Memorywriter will warn you when you are running out of storage space by beeping. It is suggested you store 
the document you are working on and clear any unneeded documents stored in the Memorywriter to make space 
available for new stored information. 


WHAT'S NEXT 


So far you’ve learned a lot about using the Memorywriter to record, edit and print documents. You may want to 
take a break from the training manual and practice using the Memorywriter on some of your own documents. If 
you forget the steps, you can refer to the Reference Manual, which has a complete list of steps for all features. 


The remaining sections of the Training Manual have information on how to type certain types of documents. For 
example, how to store frequently used phrases for quick recall, how to type statistical tables, etc. The Memory- 
writer has many time-saving features that can be used for these applications. 


It is suggested that you look through the remaining sections and learn those features that pertain to your work 
and the kinds of documents you type. The remaining sections are: 


PHRASES — shows you how to store and recall frequently used text, such as letter closings or signature 
lines, distribution lists, and frequently typed names and addresses. 


STATISTICAL TYPING — shows you how to use decimal tabs to automatically align numbers in columns, 
and how to use the Memorywriter’s TABLE feature for automatic column set-up. 


FORMS — shows you how to use the Form feature for setting up and filling in preprinted forms. 
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PHRASES 


In this section, you’ll learn to use the phrase recall feature to store and then recall 
text that is used repeatedly in a document. 


PRGASOS: eiciicd Korea eke ca Gees ee bobaaiucatdsobtaeels eetkeds bel eee thee ia ets bea ae oleae Tk 
Creatine Stored PATASES  s.nucswesudeie cup eh sca cedds sd canewesRe eis kebab Che eke Reet nent eed eee: 12 
Tafel “Titles: wit PUPAGES caucus bees seu hha s ine weak Ox ee iw eee eee DEES N Seo eet sen edhiee bowie peeee eas 73 
Recalling Stored PHYASeS: . .suesiccibtcctenstes Veet yeni sence harne des mbes We aoe ee Ree Ieh ee See eees 73 
Clearine Siured PUTAasee <.c4.5.c64 sv hanced iyed soln eie saa yeres P04 SWIRADS Vo Rt eAN Ow eed hyd PE DORE RRS 75 
Reviewing What Youve Liearied 2¢e0shtiiGewl cess re taw ends es Siv nnn Peet eee Mewes seh ekee Rare sake ewes 75 


Phrases 


Frequently, the same information is typed in many different documents. Using the Memorywriter’s phrase recall 
feature, this information can be typed once and then recalled into any document. Examples of stored phrases are: 


¢ Letter closings and signature lines 

¢ Distribution lists 

¢ Today’s date 

¢ Lengthy company names 

¢ Frequently typed addresses 

¢ Sentences or paragraphs that are used repeatedly. 


If you take a few minutes to think about it, you may have other types of phrases, text or sentences that you type 
over and over. With the Memorywriter’s phrase recall feature, you can keep these phrases right at your fingertips. 
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Creating Stored Phrases 


Phrases are recorded (stored) and recalled differently than documents. A phrase is stored by first titling the phrase 
and then typing it. Phrases are stored by title only; the Memorywriter does not assign numbers to phrases the way 
it does to documents. Phrase titles are typed in lowercase only. 


It is not necessary to have the MEMORY switch on when storing or recalling a phrase. 


Follow the steps below to create a stored phrase. As a general rule. AUTO RETURN should be on when phrases 
are created. If you type required returns in a phrase and then recall it into a document, the Memorywriter won't be 
able to adjust the line endings properly. 


@ 
ep TURN ON Tati so the Memorywriter 


will insert carrier returns for you. 
@ . 
MEMORY 


€ TURN OFF if it is on, so the phrase 
won't be recorded in a document. 


Note: If you create a phrase with MEMORY on, the phrase will also be recorded in the document in the display, as 
well as stored separately as a phrase. If a phrase is longer than 180 characters, it must be recorded with 


MEMORY on. 


€@ HOLD down and type folton to The SPECIAL ENTRY light turns on. The title 
title the phrase. (It is not necessary to appears in the display as it is typed but nothing prints. 
hold down after you type the first 
letter.) 


Note: The phrase title can be one to ten characters. The first character of the title must be alphabetic (a-z) and 
there can be no spaces in the title. 


@p PRESS to indicate “this title folton = shows in the displays. 
equals...” 


@& TYPE the following phrase: 


Foltonberg Electric Wiring and Building Materials Company 


@ HOLD down and type the letter f PLEASE WAIT appears in the display. The 
(or any other alphabetic key to store the SPECIAL ENTRY light turns off when the phrase 
phrase). has been stored. 
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List Titles with Phrases 


When a list of titles is printed, it shows the titles of all documents stored in the Memorywriter. It also shows the 
titles of stored phrases. After each stored phrase title, you'll also see the first twenty characters of the phrase. 


Follow the steps below to print a list of the titles. 


Gp INSERT paper in the typewriter. 
@ HOLD down and press to give A list of titles, similar to the one below, prints. Notice 
the list title command. the stored phrase title plus the first 20 characters of the 
phrase prints. Additionally, the stored phrase title(s) 
are separated from the stored documents on the 
printout by a dotted line. 


number of document 
currently in display 

ee a ee ee ; stored phrase title 

folton = Foltonberg Electric and first 20 characters of phrase 


04-05 PAGES LEFT —————————approximate number of pages remaining for memory use 


Recalling Stored Phrases 


Once you’ve stored a phrase, it can be recalled any ti 
; y time you need it. MEMORY does not have to b 
recall a phrase if you’re not recording your typing. ee 


Follow the steps below to practice recalling the phrase you just stored. For this exercise, you’ll turn MEMORY on 


so the phrase will be recorded in a document. 
RESULT 


Gp TURN ON and and turn off 


AUTO 
RETURN 


© SET margins at approximately 18 and 72 
on the margin scale. 


€) BE SURE the line spacing is set at 


single. . 


TURN ON [iat so the line endings will 
be adjusted. 


€ TYPE the document on the next page up 
to the first arrow. (You may type the doc- 
ument with the printer on or off.) 


CONTINUE on the next page. 
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Recalling Stored Phrases — continued 


Gentlemen: 


We at rh ere Electric Wiring and Building Materials 
Company invite you to attend a demonstration of our latest 


line. 


We think our new line will be as exciting to you as it is to us 


at theWFoltonberg Electric Wiring and Building Materials 
Company. Please return the attached reply card. 


oincerely, 


John R. Smith, President 


Wire ltonbere Electric Wiring and Building Materials Company 


HOLD DOWN and type folton to 
begin recalling the phrase. (It is only nec- 
essary to hold down the (=) key while 


you type the first letter of the title.) 


PRESS the spacebar once to recall the 
phrase. 


CONTINUE typing the document up to 
the second arrow. 


HOLD DOWN and type folton 


PRESS the spacebar once to recall the 
phrase. 


FINISH typing the document, recalling 
the stored phrase when needed. 


@ 
BE SURE Si is on and print the 
document. 


STORE the document under the title 
letter 


44 


The display goes blank, except for the word foltoan 
which is the title of the stored phrase. The SPECIAL 
ENTRY light turns on. 


The SPECIAL ENTRY light turns off and the 
phrase is entered in your document using the current 
margins. 


The display goes blank, except for the word f o1 tor 
and the SPECIAL ENTRY light turns on. 


The SPECIAL ENTRY light turns off and the 
phrase is entered in your document using the current 
margins. 


Clearing Stored Phrases 


Once a phrase has been stored, it will remain in the Memorywriter until you clear it. When stored phrases are no 
longer needed, they should be cleared from the Memorywriter to make room for new phrases or settings. 


| 


€—p HOLD down and type folton (It is The SPECIAL ENTRY light turns on and the title 
not necessary to continue to hold down appears in the display as you type it. 
after the first letter is typed.) 
€) PREsS(_: | The Memoryuriter will beep once to tell you it has 
located the phrase. 
@ 
€&» PRESS ie The CLEAR light turns on, asking if the phrase is to 
be cleared. 
@> PRESS Sg again. The CLEAR and SPECIAL ENTRY light turns off 
| and a beep will sound. The phrase is cleared. 
& PRINT a list of titles to see that the 


phrase has been cleared from the 
Memorywriter. 


Reviewing What You’ve Learned 


¢ Frequently used text can be stored as phrases and recalled whenever needed. Common uses for stored phrases 
are: 


¢ Letter closings and signature lines 

¢ Distribution lists 

¢ Today’s date 

¢ Lengthy company names 

¢ Addresses 

¢ Sentences or paragraphs that are used repeatedly 


* MEMORY does not have to be on when you store a phrase that is less than 180 characters. If the phrase is longer 
than 180 characters, it must be typed with MEMORY on. 


* MEMORY does not have to be on to recall or clear a phrase. 


* Stored Phrases and documents should be cleared from the typewriter when they are no longer needed to make 
space available for new documents. 
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STATISTICAL TYPING 


If you type a lot of statistical tables, imagine how much time could be saved if the 
typewriter did all the aligning for you. All you’d need to do is type the numbers and 
let the typewriter do the rest. 


In this section, you’ll learn how to type statistical tables using the decimal tab and 
TABLE features. 


Statistical Typing Using Decimal Tabs ............ 6... cece eee eee eee tenet ttn e nett nee e nes 76 
TABLE (Automatic Column Set-Up) .............c sce v cn nes cee ected eee e art ener ern e estes eeneeetenes tees 79 
Saving a Table Set-Up: ccacccscccicsesnciown nde ween ohare tein daetcneasgece ene eee Sd eek sone er take hee 81 
Racalling a ‘Table Set-Up ...ccsescrscaccows iss eaneee ed deb pean sense e ee mwn eee eye nas ee hE Ee CTEM EN Ress 82 
Clearing a Saved Table Set-Up ...... 00... ccc cc cence nee cnet e nee e tenn een n nese eee nen eneeeenensre eee aes 83 
Additional Information for Statistical Typing ......... 2... ccc eee ee ee ene nee nee eens 83 
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Reviewing What You’ve Learned ..........c0cece cence eet eee n entre en econ ee henner en eenn ensue ecennes 


Statistical Typing Using Decimal Tabs 


On the Memorywriter, Decimal Tabs are used to align numbers automatically. This eliminates counting and 
spacing to line up numbers and makes statistical typing faster and more convenient than ever before. 


The SET DEC. TAB switch A on the left side of the control panel is used to set decimal tabs. Decimal tabs can 
be used to align whole numbers and percentages, as well as numbers with decimals as shown in the example below. 


Set Dec. 
Tab 


a mee @1150me e @ e ie 
LEFT —f RIGHT SET SET @ CLEAR @ ine sp iam TABLE PRINTERBHYPHENEM CLEAR JUSTIFYME PRINT AUTO | stop & 


@ SPECIAL ENTRY 
SAVE RIGHT AUTO WORD e e LIST ERASE RVRSE ; a alice 
SETTINGS FLUSH STOP CENTER UNDLN UNDLN — BOLD TITLES MAR REL BKSP ‘2 FWD INDEX 


In this first exercise, you’ll learn to set decimal tabs so the Memorywriter will automatically line up numbers in 
the columns. For the exercise, you'll be given locations for each tab. When typing your own tables, you may set tabs 
at any location you desire. 


CONTINUE on the next page. 
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Statistical Typing Using Decimal Tabs — continued 


8 J 


BE SURE (i and (4M are on so you 
can set tabs and record the document. 


so you can set a new 
right margin. 


MAKE SURE you are at the left margin 
and press (ag to clear all tabs from the 


TURN OFF fm 


typewriter. 


SET a left margin at 18. 


SPACE to 21 on the margin scale. 
PRESS to set a decimal tab. 


SPACE to 34 on the margin scale. 
PRESS to set a regular tab. (You 
are setting a regular tab because you do 


not want the information in this column 
flushed at a decimal point). 


SET two more decimal tabs at 52 and 64 
on the margin scale. 


SET a right margin at 72 on the margin 
scale. 


f 
PRESS to complete the setting. 


A beep sounds and a settings block = appears in the 
display to record the clear tab command. 


A beep sounds and a settings block = appears in the 
display. 


A beep confirms a decimal tab is set and a settings 
block = appears in the display. 


If you accidentally press the SET TAB switch instead 
of the SET DEC. TAB switch, simply press the SET 
DEC. TAB switch to change the “regular” tab to a 
“decimal” tab. 


A beep confirms a regular tab is set and a settings 
block = appears in the display. 


A beep will sound. Spaces and a settings block = will 
appear in the display each time you set a tab. 


A beep sounds and a settings block = appears in the 
display when the margin is set. 


Now that you’ve set the margins and tabs, you’re ready to type the numbers in the table. 


200.1 


247 .546 
90.9 


CONTINUE on the next page. 
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Statistical Typing Using Decimal Tabs — continued 


ACTION 
PRESS to move to the decimal 


tab location. 


TYPE the number 100.00 


PRESS to move to the next 


column. 


TYPE the word April 


The SPECIAL ENTRY light turns on. A tab symbol 
+ appears in the display. 


The number does not print until you type the decimal. 
The decimal point will print at the location where the 
decimal tab was set. 


The display shows: %+100,.00 + 


Notice that it prints as you type it because it’s typed at a 
regular tab. 


200.1 
247 .546 


DU .o 


Ga PRESS to move to the next 


column. 


TYPE the entry 2% 
PRESS to move to the last 
column. 


TYPE the number 200.1 
PRESS 


exo wer | tO end the line. 


The display shows: ce 100,00 + April +, 


The number does not print until you type the percent 
sign. The percent sign will print at the location where 
the decimal tab is set. 


The number does not print until you type the decimal. 


The display shows: April + 2% + 200.1 Di 


‘ P i | : 
If you make a mistake typing a number at a decimal tab, you can use the ERASE key to erase it. If you tab 
past a decimal tab, press ERASE twice and then tab to it again. 


Gap CONTINUE typing the rest of the docu- 
ment by tabbing to each column and typ- 
ing the entry, then pressing RETURN at 
the end of each line. 


PRINT the document. 


STORE the document under the title 
stat-a 


CONTINUE on the next page. 
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Notice that the Memorywriter automatically aligns the 
numbers at the decimal point and aligns the percent- 
ages at the percent signs. 


Statistical Typing Using Decimal Tabs — continued 


Note: When you have a column of numbers that do not have decimal points, you can still use the decimal tab to 
align the numbers. The numbers will align at the position of the decimal tab and are typed just like numbers with 


decimal points. 


200,000 32,000 

3,400 (100) 

oT 10% 
1,840,000 


“\ Position of DEC. TAB 


Percent signs and right parens will also align at the tab (as shown above). If you want the % or ) to be positioned to 
the right of the tab, you can-tpe the number press PRINT and then type the % or ). 


If you ever need to type a period in an entry typed at a decimal tab, but do not want the period to align on the tab, 
hold down the FEATURES key and type the period. The symbol for a required period e will appear in the 
display. 


TABLE (Automatic Column Set-Up) 


One of the most time-consuming tasks in typing a statistical table is figuring the tab positions for the columns. If 
you do a lot of statistical typing, you probably already have your own method for setting up tables. 


DH 
The TABLE switch on the left side of the display can be used to tell the Memorywriter to figure the column 


positions for you automatically. 
TABLE 


LEFT {| RIGHT SET SET § CLEAR §iine spi TABLE PRINTERBHYPHENM CLEAR JUSTIFY AUTO 7 stop 
MARGIN § MARGIN TAB §DEC.TABR TAB RETURN 
‘fe2 3® 


@ SPECIAL ENTRY 


SAVE RIGHT AUTO WORD ® e LIST : ERASE _RVRSE STORE [BECALL 


SETTINGS FLUSH STOP CENTER . UNDLN UNDLN BOLD TITLES MAR REL BKSP 2 FWD INDEX 


To set up column positions automatically, you must tell the Memorywriter how wide the column is (by typing the 
longest entry) and what kind of tab the column needs (decimal or regular). Once you’ve told the Memorywriter this 
information, it will space the columns evenly between the margins set in the typewriter. The Memorywriter can 
figure up to 38 columns for you. 


To practice using automatic column set-up, use the exercise and steps on the next page. 


Acme Brick $58,000.00 


XYZ Sign Co. 5,000.00 


Jones Trucking 670.50 
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TABLE (Automatic Column Set-Up) — continued 


When figuring the positions for the columns, the Memorywriter will space them evenly between the margins. The 
margins must be set before turning on the TABLE switch. When the TABLE switch is on, the Memorywriter will 
only let you set tabs. 


TURN on and Gaia if not already on. 
SET margins of 18 and 78 on the margin 


scale. 
press(==* lr complete the margin 


settings. 
@ 


PRESS to turn on the table feature. The TABLE and SPECIAL ENTRY lights turn on. 
Any tabs that were in the typewriter are cleared. 


In the first column of the table below, the text lines up at the left of the column. Therefore, you’ll need to set a 
regular tab for this column and then type the longest entry in the column. 


@ PRESS to indicate this column The Memoryuriter beeps once and a settings block = 
needs a regular tab. appears in. the display. 
@ TYPE Jones Trucking (the longest The text appears in the display but nothing prints. The 
entry in the first column). Do not space or Memoryuwriter knows that this is set-up information 
press RETURN after the entry. only. 


Acme Brick $58,000.00 


XYZ Sign Co. 5,000.00 


Jones Trucking 670.50 


PRESS (qi to set a decimal tab for the The Memoryuriter beeps once. A tab and a settings 
second column. block += appear in the display. 


€@ ‘TYPE the number $58,000.00 which is 
the longest entry in the second column. 
(Be sure to include the dollar sign, 
comma, and decimal point.) 


& PRESS Tact to set a decimal tab for the A beep sounds. A tab and a settings block + = appear 
last column. in the display. 


@repy TYPE the number 100% which is the 
longest entry in the last column. 


CONTINUE on the next page. 
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TABLE (Automatic Column Set-Up) — continued 


i 
Gp PRESS to complete the setting. The SPECIAL ENTRY light turns off and a settings 
block = appears in the display. The Memoryuriter 
calculates and sets the tabs for the table, automatically 
assigning equal space between the columns. 


After you’ve entered the set-up information, you’re ready to type the table itself. Since the first column of the table 
begins at the left margin and contains text, it is not necessary to tab before typing it. The TABLE switch must 
remain on while you type the table. 


Gee TYPE the words Acme Brick The words print as you type them. 

GEp PRESS and type $58,000.00 Nothing prints until you type the decimal point. 
473 PRESS = } and type 100% Nothing prints until you type the percent sign. 
GED 
| 16 | 


| . 
PRESS to end the line. 


FINISH typing the table on your own Notice the columns are evenly spaced to the margins. 
using the example from the previous 
page. 
LEAVE the document in the display for 
the next exercise. Do not turn off TABLE. 


Saving a Table Set-Up 


If you frequently type tables with the same number of columns and the same column width, you can save the table 
set-up and recall it whenever you need it. This can save set-up time when you type your weekly sales reports, 
monthly financial reports, etc. 


When you save a table set-up, you save the set-up information used to calculate the locations for the tabs. When you 
recall the set-up into a document with different margins, the Memorywriter will calculate the new locations for the 
tabs so that they will fit between the margins. It is very important to be sure the margins are set correctly 
before you recall the set-up. 


The table set-up can be saved after you complete setting up the table or after typing the table before turning off 
TABLE. In this exercise, you’ll save the set-up before the document has been stored. 


@—p HOLD down and type: format-2 to The SPECIAL ENTRY light turns on. The title 
title the setting. (It is not necessary to appears in the display as it is typed but nothing prints. 
hold down after you type the first Note: The title can be one to ten characters. The first 
letter.) character must be alphabetic (a-z) and no spaces may 


be typed between the characters. 


CONTINUE on the next page. 
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Saving a Table Set-Up — continued 


Recalling a Table Set-Up 


PRESS to indicate “this title 


e If you hear a beep, it means a set-up has already been 
equals...” stored under the title. Press the STOP switch and type 
a different title. 
€3 HOLD down and press (se) PLEASE WAIT appears then the document returns to 
the display and the setting is saved. The SPECIAL 
ENTRY light turns off. 
@p STORE the document using the title The TABLE light turns off. 
stat-b. 


Once a table set-up has been saved, it can be recalled as many times as needed. The set-up is recalled like a saved 
setting (the RECALL switch is not used). In this exercise, you’ll recall the table set-up and use it to type the 
exercise below. 


ACTION 
TURN on if not already on. 


HOLD down and type: format-2 
(It is not necessary to hold =) down 


after you type the first letter.) 
PRESS the spacebar once. 


TYPE the following exercise. 


Adams Book Binding 
Carson Concrete 


Watson Greenhouse 
Tilson's Market 


The SPECIAL ENTRY light turns on. The title 
appears in the display as it is typed but nothing prints. 


The SPECIAL ENTRY light turns off The TABLE 
light turns on as the setting is recalled. Two settings 
blocks appear in the display 


$10,000.00 
11,000.00 


900.75 


45,000.00 


PRINT the document again, then store it 
under the title stat-c. 
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Clearing a Saved Table Setting 


Once a saved setting has been stored, it will remain stored in the Memorywriter until you clear it. Saved settings 
should be cleared when they are no longer needed to make room for new phrases, settings, and documents. 


You'll clear the table setting you saved earlier titled: format-2 


ep HOLD down |=! and type format-2 (It The SPECIAL ENTRY light turns on. The title 
appears in the display as it is typed but nothing prints. 
is not necessary to hold =) down after oo id me o 
you type the first letter.) 


@ PRESS The Memoryuriter will beep once to tell you the title 
has been located. 


PRE SS CLEAR 


&) The CLEAR light turns on, asking if the setting is to 
be cleared. 
@p PRESS bee again The CLEAR and SPECIAL ENTRY light turn off. 


The setting is cleared from the Memoryuriter. 


Additional Information for Statistical Typing 


You’ve seen that there are two ways to set up and type statistical tables. You can set decimal tabs manually, or you 
can use the TABLE feature to set up tables automatically. 


If you decide you want to use the TABLE feature for your statistical typing, you should read pages 93 through 111 
in the Reference Manual to acquaint yourself with all the other automatic features (such as centering headings, 
automatic underscoring of columns, and indenting a table from the margins) available when using the TABLE 
feature. 
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Reviewing What You’ve Learned 


¢ The TABLE switch can be used to tell the Memorywriter to figure the column positions for you automatically. 


¢ When setting up a table with the TABLE feature, first tell the Memorywriter the type of tab the column needs 
(regular or decimal tab) and then how wide the column will be. 


¢ When a table set-up is saved, only the set-up information used to calculate the locations for the tabs is saved — 
not the margins. If the margins are to be saved, they must be saved separately before TABLE is turned on or 
after TABLE is turned off. See page 60 in the Reference Manual for instructions on Saving Settings. 


¢ Never turn off the TABLE switch when creating, editing or printing a table. When the TABLE switch is turned 
off, the Memorywriter automatically erases all tabs and records a settings block that contains only the margins 
and line spacing of the document. 


FORMS 
Do you dread the task of filling in forms? Have you often wished that you 
could make the task go faster? Well, with the Memorywriter’s FORM feature 
you can. The FORM feature is designed to help you breeze through the job of 
typing volumes of forms. 


OG ee AIO are epee ied aoe onde ah apesh oa ag edocs wey ln es Sate ese a de ada ds Sto avs in be el 85 
POR UG BON are ctciwhamsh ie Rane eyed eel eos Gund esi dan deueni pak UW sh bh AGE whe hie babes eted 85 
Balin Ina Vor: 055 choca ep pears adios sada powewede eed nae ew Mudie wee eee neat ees eae 88 
paving <2 orm Peru acwcws veda sees ver sebtues ycdeda ese eewae bad i-nd eeeed a wane abd ouiee nee Sheeinan’ 90 
recalling 4. Porm Serup a6ucincdouseres nae ud viabeneaese den os Gnbdneetivedoeleiieduendus bade bi oewen ban 90 
Filling in a Form with Multi-Line Entries .............0.0 00.0000 n nce n eee ennteneenes 91 
Pilling in-a. Form with, Delay Print i. 00 saancédsack ended dud bees beeen ga ea ee Sethe de Oho Web bew Se Mok eadeeeen 92 
Clearing a Saved Form Set-0p «<2... ci 0ecse¢sc00esavdsw suse dslaadoeuesyudeeunuusaepwetabuwavicioengs 93 
heviewing What: You've Learned 2... auk bese kaw esd eave seaweeds eidndapendusddiens Pehepervadbeebenswa . 93 
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Getting Started : 


Setting up a typewriter to fill in pre-printed forms can be a time consuming task. The FORM feature on the 
Memorywriter automates form set-up and typing. If you take a few minutes to look around your office, you'll 
probably find several forms that you fill in from time to time. 


To practice setting up a form, you'll use the form below. Before filling in any form, you should select a place on the 
form to be used as a reference point. Notice that the form below has lines that you can use for a reference point 
when inserting it in the typewriter. A reference point is used to make sure you insert each form the same way. 
(That is, you roll the form in the same distance and position the carrier in the same place.) This will ensure that 
the typing starts at the same point on each form. 


Notice that the form has blank lines Reference Point——____ 
where information will be filled in. 
Nothing is typed at the reference 


point. It is only used to line up the 
form when you insert it. ae 
ean 
i 


If your office’s forms do not have lines Fill-in locations 
that you can use for a reference point, 

you can use one of the preprinted 

characters on the form or use the left- 

hand corner of the form. 


Setting Up a Form 
The switch on the left side of the control panel is used to set up and fill in forms. 


FORM 


@1150me@ e @ @ fe e 
CEFT RiGtiT m = =6SET earn CLEAR §iine sp im TABLE PRINTERBHYPHENMM CLEAR JUSTIFY AUTO 7 stop 
MARGIN MARGINE@ = ‘AB ite ee Ee 5 RETURN 
\ 


@ SPECIAL ENTRY 
SAVE _"_ RIGHT AUTO WORD 8 ® LIST a ERASE RVRSE STORE } RECALL 
SETTINGS - FLUSH STOP CENTER | UNDEN  UNDLN. BOLD _ TITLES MAR REL BKSP 2 FWD | INDEX 


The Memorywriter can speed up forms fill-in by “memorizing” the form. Once you define the locations to be filled 
in, the Memorywriter will automatically go to each location when you fill in the form. To define the fill-in locations 
for the Memorywriter, you must move the carrier to each location and then set a tab. (Be sure to move the carrier 
using the keys on the keyboard — do not move the form or platen by hand.) 


The MEMORY switch cannot be turned on when the FORM switch is on and vice versa. Although you cannot 
store a completed form, you can save the form set-up for future use. You will learn how to save a form set-up after 
you set up the practice form following on the next page. 
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Setting Up a Form — continued 


EITHER make three copies of the form 
below or get a clean piece of typing paper 
and draw a form similar to the one below 
so you can practice filling in a form. 


INSERT one of the forms in the 
typewriter. 


CHANGE the left margin, if necessary. 


ALIGN the printwheel pointer or the red 
lines on the card guide with the reference 
point on the form. 


CONTINUE on the next page. 
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Setting Up a Form — continued 


@ PRESS ia to turn the form feature on. The FORM light and SPECIAL ENTRY light turn 
on. (If MEMORY and/or AUTO RETURN are on, 
they will automatically turn off. 


If you attempt to turn on AUTO RETURN or 
MEMORY, the Memoryuriter will beep twice to tell 
you these features cannot be used when the form fea- 


ture is on. 
@ MOVE the carrier to the first fill-in loca- Note: If you move the carrier past the first fill-in loca- 
tion using any of the following keys: tion, press ERASE to move back to the reference 
i point. = 
<>, 4). ele!) 
= S-2) 
Note: When using the FORM feature, 
INDEX and REVERSE INDEX moves 
the platen in %s inch increments. 
(Do not manually move the paper or 
the platen, as this movement will not 
be recorded in the form set-up.) 
PRESS B to set a locator tab at the One beep indicates a tab locator has been set for the 
first fill-in location. first fill-in location. 
€@ MOVE the carrier to the next fill-in Note: /f you set a tab at the wrong location, you can 


location. , 
= use |~2_| to cancel that location and move back to the 
You can use the || £xo Nont | a previous location. Reset the tab and continue to the 
a next fill-in location. Yi 
[=] + (r=) (=) +f) wee] fi n ou can also use [>] + [v=] or 
n= mm = 


nove: ton fillein: location. to back up the carrier to the correct position with- 
out starting over. 


PRESS [§Z to set a locator tab. One beep indicates a locator tab has been set for the 
second fill-in location. 


Gimp CONTINUE setting tabs at each fill-in 
location. 


Note: If you feel you’ve set any of the locator tabs in the wrong place, use the ERASE key to back up to the 
previous tab, then reset the tab. After you give the GO TO START command and begin filling in the form you 
cannot change the tab location. 


If you want to completely start over, press the FORM switch. This will turn off the Forms feature and clear all 
locator tabs from the Memorywriter. Then you can turn on the FORM switch and start over. 


CONTINUE on the next page. 
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Setting Up a Form — continued 


Gp HOLD down and press to This tells the Memorywriter that you’ve finished the 
complete the form set-up after the last set-up. The SPECIAL ENTRY light turns off. 


tab has been set. 
In the form you have just set up, you used the SET TAB switch to set a “regular” tab at each location. If you have 
numbers with decimal points in your form, use the SET DEC. TAB (instead of the SET TAB switch) to set a 
decimal tab. When the form is filled in, numbers typed at a decimal tab will align to the left of the tab, so be sure 
you set the tab where the decimal point is to be typed. 


The form feature will let you set up to 50 locator tabs. If your forms require more than 50 locator tabs, see page 33 
in the Reference Manual for instructions. 


After a form has been set up, you can begin filling in the form, or you can save the set-up and recall it later. In this 
exercise, you'll first fill in a form before saving the set-up. 


Filling in a Form 


Now that you’ve set up the form, you’re ready to fill it in. The Memorywriter will automatically position the carrier 
at each fill-in location when you press the TAB key. Then you can type the information on the form. Before you 
begin to fill in the form, be sure you align the reference point on the form in the position used to set up the form 
This allows the Memorywriter to start from the same position. | 


Follow the steps below to practice filling in the form. Be sure to leave the PRINTER Switch on. 


GB REINSERT the form and align the refer- 
ence point as you did when you set up the 


form. 

€) PRESS to start filling in the The carrier moves to the first fill-in lcoation on the 
form. form. 

€p TYPE the entry Smith Paint Store The characters print on the form as you type them. 


CONTINUE on the next page. 
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Filling in a Form — continued 


1. Smith Paint Store 


2. 5-15-83 | 5. Parcel Post 


4. Four (4) each 


5. Electric Sanders 


@} PRESS to move to the next fill-in The carrier automatically moves to the next fill-in 
location. location. 

G& TYPE the entry 5-15-83 

@ PRESS =a" move the carrier to the The carrier moves to the next fill-in lcoation. 
next fill-in location. 

TYPE the entry Parcel Post 

€3 CONTINUE to tab and type the last If TAB is pressed after the last entry, the Memory- 
entries. (If you accidentally press writer will beep twice andEND OF FORM will appear 
RETURN instead of tab, simply press in the display. 
TAB.) 


Note: Characters can be typed after the message:E ND OF FORM but once a TAB or RETURN has been typed, the 
Memorywriter will only let you press GO TO START, STOP or FORM. 


LEAVE the message in the display. 
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Saving a Form Set-Up 


It is a good idea to save your form set-ups so you can recall them whenever you need them. The Memorywriter will 
only save the settings of your forms, not the information typed on the form itself. Do not confuse saving a form set- 
up with saving the information typed in the form. 


If you accidentally turn off the FORM switch before saving the form set-up, the set-up will be erased and cannot be 
saved. Form set-ups are saved like phrases and settings; that is, the STORE switch is not used. 


€—B HOLD down and press si. The carrier returns to the left margin and the message 
is removed from the display. 
€ HOLD down and type the title orders appears in the display and the SPECIAL 
orders (It is only necessary to hold down ENTRY light turns on. 


while you type the first character.) 


orders = appears in the display. 

Note: [f a beep sounds, the Memorywriter is telling 

you that the title is already used. Press STOP and 

| _ type another title to store the form set-up under. 

€3} HOLD down ‘=| and press to PLEASE WAIT appears in the display as the Memory- 
finish saving the set-up. writer stores the setting. The SPECIAL ENTRY 

‘ light turns off. 
G&G PRESS fia to turn the feature off. The FORM light turns off. All tabs are cleared from 
the typewriter. 


Recalling a Form Set-Up 


Once you’ve saved a form set-up, it can be recalled anytime you need to fill in that particular form. The set-up is not 
recalled with the RECALL switch. Rather it is recalled by holding down one of the FEATURES keys and typing 
the title, then pressing the spacebar. Follow the steps below to recall the form set-up you just saved. 


@p HOLD down and type the title orders appears in the display and the SPECIAL 
orders ENTRY light turns on. 

@€ PRESS the spacebar to recall the saved The FORM light turns on automatically and the 
form set-up. SPECIAL ENTRY light turns off: The carrier moves 


to the reference point. 
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Filling in a Form with Multi-Line Entries 
Some forms have several lines of information typed at the same location. For example, the formi below has three 
lines of information (a name and address) typed at location 1. 


When you need to type several lines at one location, press RETURN after each line. When all lines have been 
typed at that location, press TAB to move to the next location. 


GB INSERT another copy of the form and 
manually align the reference point as you 
did when you set up the form. 


1. Conti Manufacturing, Inc. 
977 Hyatt Avenue. — Multi-Line Entry 
Buffalo, New York 12376 


2. 6-11-83 5. Parcel Post 


4.6 each 


5. 7-3/8 dye drills 


PRESS tomibye 46 the Gest All 
location. 


TYPE the entry: 
Conti Manufacturing, Inc. 


of the first Alla -in location. 


TYPE the next line: 
97 Hyatt Avenue 


/ 
PRESS to move to the next line. 


TYPE the entry: 
Buffalo, New York 12376 


PRESS | | ae to move to the next fill-in 
location. 


SO ¢@ 6 
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Filling in a Form with Delay Print 


When filling in a form that has carbon sets, it is easier to use the delay print feature. With the delay print 
feature, your entry will show in the display but will not print on paper until you press the TAB or RETURN key. 
This allows you to use the ERASE key to correct errors before they are printed. The PRINTER switch is used to 
turn on delay print. 


e 
&@) PRESS to turn on the delay print 
feature. 


q@p TYPE the date 6-11-83 


The PRINTER light blinks. This allows you to cor- 
rect an entry in the display. 


S- 11-83 appears in the display but does not print. If 
you need to correct a typing error, use the ERASE key. 


1. Conti Manufacturing, Inc. 
97 Hyatt Avenue. 
Buffalo, New York 12376 


— Multi-Line Entry 


2. 6-11-83 5. Parcel Post 


4.6 each 


5. 7-3/8 dye drills 


GiB PRESS es) to move to the next fill-in 6-11-83 prints on the form and the carrier automati- 
location. cally moves to the next fill-in location. 

Grp CONTINUE to tab and type the remain- If TAB is pressed after the last entry, two beeps will 
ing entries. (If you accidentally press sound and END OF FORM will appear in the display. 
RETURN, simply press TAB.) 

GEB WHEN the form is filled in, hold down After filling in one form, if you want to fill in another 
j oe ; GO TO START. 

|| and press to go back to the Om ee TDs 
beginning. 

€Z3 PRACTICE filling in the form again, if 
you like. 

®@ 
Gey PRESS BS hen the last form is filled The FORM light turns off turning the form feature off. 


in to turn off the form feature. 


All locator tabs are cleared from the typewriter. The 
PRINTER light automatically turns on solid turning 
off delay print. 


Note: When using delay print with multi-line entries, be sure to correct any typing errors in the display before 
pressing RETURN. 
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Clearing a Saved Form Set-Up 


Saved form set-ups can be cleared when they are no longer needed to make space available for new set-ups. As a 
suggestion, print a list of titles to identify which set-ups are no longer needed before clearing them from your 
Memorywriter. 


Follow the steps below to clear the form set-up you saved under the title “orders“. 


Gp HOLD down and type the title orders appears in the display and the SPECIAL 
orders ENTRY light turns on. 
@& PRESS | orders = appears in the display and one beep con- 
i firms that the title has been located. 
&p PRESS iam The CLEAR light turns on. 


Note: If you press the CLEAR switch and then 
change your mind about clearing the setting, press the 
STOP switch to cancel the command. 


@ 
@d PRESS Bee again. The Memorywriter beeps once to tell you the set-up has 
been cleared. 


it =_ — i  ee—™ 


Reviewing What You’ve Learned 
¢ Pressing the FORM switch turns on the FORM feature. Recalling a saved form set-up will automatically turn 
on the Form feature. 


¢ You can set up a form for one-time use, or you can save the set-up and recall it whenever you need to fill in that 
form. 


¢ When you’ve finished setting up and filling in a form and want to set up a different form, save the set-up so you 
can use it again. Then turn off the forms feature by pressing the FORM switch. This will clear the set-up from 
the typewriter. Then turn the form features back on and set up the new form. 


» Use the SET TAB switch to set a “regular” tab in the forms set-up. Use SET DEC. TAB to set a decimal tab 
when you want a number aligned at the decimal point. 


* GO TO START must be pressed to complete the form set-up. 

- After filling in one form, if you want to fill in another form, you must press GO TO START. 
¢ The ERASE key can be used to correct a form set-up prior to pressing GO TO START. 

¢ Once a set-up is finished and the GO TO START command is given, it cannot be changed. 


* There are two ways to print information on a form as you fill it in: (1) immediate printing or (2) pressing the 
PRINTER switch for delay print. 


¢ When filling in a form, the TAB key is used to move to each fill-in location. The RETURN key can be used to 
type more than one line of information at a tab location. 


- A multi-line entry (e.g., name and address) requires only one locator tab to be set in the form set-up. 
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Adding 
Belding cot cucthdeniat veteran verntieedhedtetenodse sect net 50 
Instructions — see Reference Manual 
Ctl #524 hele cieWedtacde ne Seeeie Side teweraeaee ree ees 61 
Text to a stored GOCUMENE cau sive vee eee vieeonssenaee teen en 44 
Umer Mine: 37.26 2us ccd ch ecn ds vawertunegeueksiseeseawet eee 40 
AUTO INDNY | xo eiicindebedeGediaexsooass caveat autaesekies 40 
Ending AUTO INDND siicse-50d tax ven sunseneeareeoiseeees 41 
Indent from both margins — see Reference Manual 
AUTO RETUBN |: esetesen doses ccaseno wees sees weds wees 20 
Auto Return (temporary Carrier Return) .................. 21 
Auto. Return: playback oi<6cxvendaneceveecasaveeeunnevawes 46 
ROTO STOP 2 oxot oy Sa bbansaseus haowes Sarks tea oee ee ies eee 58 
AUTO STOP letters — see Reference Manual 
Automatic Tab Grid: ss664s6 ne snes enadotaws eed PeGw ees eee sans 12 
Backspace ¥2 — see Reference Manual 
BKSP % — see Reference Manual 
Beeper Adjustment — see Reference Manual 
BeG08 cer evans edawapadds deideceendigthea vee leases iecaew es 5 
Volume Adjustment — see Reference Manual 
Changing Messages — see Reference Manual 
Changing Settings 
Of a stored/exiting document ............. eee eee e eee es Ba 
Line Spacing/Vertical inch — see Reference Manual 
While typing a document .........--. se eee e eee eee eens 29 
In the middle of a document ............ 06. e eee eee eee ees 32 
Cleaning the Memorywriter — see Reference Manual 
Cleaning Platen and Card Guide — see Reference Manual 
“CLEAR DOCUMENT?” Message — see Reference Manual 
CLEAR light <i4243 4sis5heod 6 Ova eens eeeee whee sneetsaseeee 68 
CLEAR GwWitGhy xo04 i555 ho 000 ds66 Sore een ee deus eyoer ee eee waus 68 
CLRRAR TAD osacdo5 cov chur se eeas sag ad oC Pies ade vax deerde wes 12 
Clearing 
All Mettory: sccsc0 seks eee isenas cane onwew ne saane dees eee 68 
TOCUMIGHES b cb.da edo ou 5 oe cede hs Hb ee OED SRS AE Kee as aes teee> 68 
Stored Settings .........-0.0e cece cece secrete ence sneer ene 66 
Stored Form Set-up ...........e cece eee eee ete ete 93 
Stored Table Set-up .......... 0. cece eee eee eee eee eee 83 
Stored documents ....<csccccesceee cere nea sete en en enewenees 68 
Stored phrases ......... 2.0 cc cece cece reece eect ene enees 75 
TOG id cis a kb She Leas RUE ROA SEN EO REEN EL EES GEER SSE RA Les 12 
Teh CI nc ak Cha RE ME Hebd DERE HOREEAEN RAW EE NER OHS 12 
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BOLD 
Bold printing. « c0sosnkeug $02 oe aches nawerny ea eekeeersakeels 39 
AOGIS CO TERE 45554546445 046 ev RdS ee Ge ease eeeegacewewa’ 40 
Removing from: text i. csaseva casaccenevigeteniss isees ness 51 
Blank: document 4s 0c3 bois See ceescissa}aendew ew raea wun s eee 19 
Cancel (STOP) 605 iaeva ek suteewdsed edhe esees Hens pana ae eaes 24 
Canceling (ending) Auto Indent ................. cece eee 41 
Carbon packs — see Reference Manual 
CarTiek <6 ce leo kite koe e Oke eRe Aw eha ES EEE ee Re eee awe 2 
Carrier Latch — see Reference Manual 
CHIN DEAS >i crd cape cee sou eethne aauedteasngnatueduthnes canes 36 
COMLETING: wislnwaaveaveed bedcdy bese Sd 2 Nes st eee es EW eee ee eesSS 36 
At any point — see Reference Manual 
Between marginS .......... 0... e cece eee eee eee eee ees 36 
Editing centered text .i5040s4 ke rears ces amions ns ened oR eR Re 48 
Headings over columns — see Reference Manual 
Headings over more than one column — see Reference 
Manual 
Changin’ Line BpaCine .csxx indi ennsssedindrareddee eset eaees 11 
Changing Margin Zone — see Reference Manual 
Code key (FEATURES) ........... 0 cece eee eee eee eee ees 4 
Commands (Symbol), adding and removing — see Reference Manual 
Compound words .......... 0. cece rere ete e tenet eees 57 
“CONDITION NN” Message — see Reference Manual 
Continuous Underlining (UNDLN) .............. eee e eee ees 38 
Control Panel. 6: cock chodeds cht ees es beevnewe eee cee e ew wanes 5 
Correcting a document .......... 6... eee eee ee eee eens 44 
Correction tape — see Reference Manual 
Cover — see Reference Manual 
Cursor (Pointer) .....¢<c 65 ces wk casas en ne de ete iess de awnnens 6 
DECIMAL TAB: $aaccvcckoww nbs seck tees ties ea de derseneeren 76 
ClOSYING soci ncicceeeuiaedunvieddadecs ays hearaeeeneresese 12 
Seine .ccivsas cenawd dw peseeredsctesenkeweeras tes ee eas nus 77 
TA Bos ites Sin a ein ih 0h GRO EES ETO AM HES SAEERS SERS 6 79 
Typing entries ........ 6.6 cece eee eee eee eee eee ees 76 


Degree sign — See Reference Manual 


Deleting Editing 


All stored documents «2... 650604 seers cesea deevvduseacawate 68 TOS? on 5 el oi ee ke eed bak eee uae ahaa heeeeen 13, 44 
BOING 2 wwe de tus +b oacdae Sede Goins dduw ss Dom hareseeasees 51 Statistical Document — see Reference Manual 
DOCUIMENCE 2ératetcetevondyendsacudehabisn eu anee es caeaee. 68 7 be 
Instructions (comands) 66a: Reference Manual END OF FORM” message co... 0s5 cee sees ewan teeureenseeers 89 
Phrases ....... 6.6 eee eee eee eee eee eee ees 95 nding Auto IMNaene <i cai euvevaschawncaveueens snes eeene wee» 41 
SAVed SOLOS: 45.4595 62¥s eee hans apa dN ewe d eed wad yee Keak 66 
Get ite. xcuticarealscnccn debs oeceneubes beeunnssheecsebus: 83 PRAOe TWD 7a oeten hou Sau ee eins sepeeusareeeesecuee eases 45 
Symbols ee Reference Manual PRAOO GEV bdawcnhauus ong ee wdumrk dn koes ube ad os. 40 0wak ese e won 13 
TIOQCTINS g2cakcnus Reveal t ah6s ook xeers Oe ees Oeeeeone ks 51 
Words and characters from text ..................00005. 44,14 Erasing 
Disol P PU INOIOE Ys aie wi neces ROO ads Bs Se ae ees e tees ee Aes SESELRE 68 
1 cc eae eee ee 
cae uicucnicaaaes Re se Beyond 180 Characters: <s4cusisesvewkd adder ee adie doiwawds 15 
=e Bh Meee <= Pees erence enue : DicaMents: xss<3o0dasanentwbnhaeseeenseedere+e 4d es eas 68 
OWICY 22 Deedes eeohdeeenede oes Ree ern: Commands (Symbols) — see Reference Manual 
Symbols — see Reference Manua PHASES: - 6 5cb wir eed uEOGA cou denne nee ke Hees MUAIeeae web eres 75 
Document Symbols (Commands) — see Reference Manual 
Claaritie tie Saad iekohee tae eoeleeseow one neidadeietes 68 DOUInee % levee dy haven ete OChet tne weetanecn ml edaeused ee se 66 
COA Si oue cau cohescaeeuadaee taunt ee anatowte eka ee 17 Text ‘with MeEMOry Off .s.0. bees usin eeeneinweuveuwuseuneens ad. 
2, || a a aed re aa Pern at tLe Se ACERT MERE Ante mn 44,14 Within 180 character limit ........0.. 0. ccc ccc ccc ccc eee eee 14 
INF GRIST PVGEE: arene asc Sala Se ae ede whine tn widen fade a habe eatibce. ik ales 18 DONE. Sus ne awed send See ares awe be Rh aeee eae eeheaoeks 81 
PEI 54044 cae $002.66 5b rue ipso seer aw seeekn ead baenetanwe 24 Exponent signs — see Reference Manual 
INGCAN: tarkeaneeih cise saieeeteea ade haeewdeeeteadiae S¥s 23 
OES iia hdr aae abet an aebaaaks tees eee ered hobwee eee anne wes 18 HCALOTOS ISGVS: bccuidspsdt wa dod SESE Seabed oR oe Gee Tue DRE SEES 4 
IGE COVEr boots dneus edu eu wees oveud bone catone ce enee es 2 Format settings (Settings blocks) ............... 0 cee eee eens 29 
Forward Erase (ERA FWD) ..............0. 0c ccc ec cece eee 44 Nl cal Wk (E752: 9 ce rca RO a a PeeY ae aurea Mee Iee 56 
COMPOUNG WOT. 6 225) ccrNult oe at's Ses. oem aod Bee Cuweahekse 57 
(PWD) PGtwart.... git. eiee Che dedaeebitausweee seers aes 25, 44 Fiskinat Goons es ete Macical 
ys aceasta ate deal sald uwacie nateekacs eolumem AT Hyphenation decisions <.2.0e cies sie yas oy oases oes seene es 56 
“FIND” Message — see Reference Manual Impression control — see Reference Manual 
FLUSH RIGHT — see Reference Manual | Indentations Ste 6: Werte, ah al SEW Ge LTO Se) ae w) Snes we a aR Se SES SY a Gb So SS eee ere S 40 
ORM ch.caelavcconsacteccGstitenuhiaia teecreenunvedeaces 85 Index Key — see Reference Manual 
BOAR occ ate sacetd eae ee ere sateme eee 85 _Indenting a table from Left & Right Margin — see Reference Manual 
Clearing a form set-up .......esee si ceccaesencivcesssavnre 93 lindents 
t TORU ceed ea sat Cad cobeowesekeee ee teeuhes teu hE tenes 
Delay (Pit: oo .ccveussacvnotequadhods alten euan ences en iweues 92 eran peed Se av 
PS 0 6 FOC: So cut dour enue se enwenetceeusd sa seneseuwe 88 indiestore HeWts: acoss5 Nand haw eins aks vow sseoatecentaaywcanes 5 
WGI OTHPICS 22 Saka ded ax wee fed 25s odes 5 5c ba Se ebaw eee 91 I ; 
Recalling a form set-up ......... 0.0... cece cece cece 90 nserting 
Saving a form set-Up .......00000ccccccceccecccceeuveeeee. 90 Paper Pion GN Mee ea eww ded keane es ee as aaa hae eaneeawan ees 3 
Setting up a form . 2.0.00... cccccccccccccccccccceuecceseee 85 OMINS: 2) coat ix emnd eae anmuliny hee MER Awana dae be saw ke 61 
Setting up a form wth more then 50 locator tabs — see Reference Symbols (commands) — see Reference Manual 
Manual DONE! Ge baie SRE ER OD ade Aiea oe Gees bd aad eude eee 44 
Glare Shield — see Reference Manual Installing 
Printwheel — see Reference Manual 
Glare Shield Adjustment Lever — see Reference Manual Ribbon — see Reference Manual 
ti ees 
CG O25 t cant atedeb unde Meee ebAed BARRO ee eRe 15, 26 Correction Tape -—pee Reference Manual 
GUPIICL. secvendas.cun cawiad ier see neks care werdaeoneneees 
GO TO START ..........0ccecceceececcceuceuceucetcensenes 26 ? _ 
INGyH0alGs 5s spe ecuucge Ekwww deb ease beads eee bah wneke aekeeee 4 


Greater than sign — see Reference Manual 
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Less Than sign — see Reference Manual 


Lines per Vertical Inch — see Reference Manual 


REE or Switch sles edie eens eens reekenweseasedeeetee kere 11 

Line SOsCNe 44 cis 5 caw ek eoeassee pees dowdings 4 evausoes re useee 11 
Changing for existing/stored document .................... 63 
Be leCti a5 ieee Sede ees hs eee hads searcher eeu Ne eemenrs 11 

LIST TEES: cook o see tG ened aca s os been doen pase ts esi ena 22 

TOONS 6 oh os doe Sat edo a Hew otk ROE ROL EVE oeeaeieeeiee sees 4 

Margins 
Changing document settings ............ 0.0... eee e eee eee 29 
Marcin TElCARG ..oe Kec Shades os neds cena ee eae sa pau C89 10 
Multiple Settings. .6ccc oensosseoicdctevsaadesnedue sa avawes 63 
petting lebt Mare 66k sande er seee ens ese Pe ewes eda des 9 
Setting Tight MALIN «6 axinwsG dons se Gaiar ss eees ea nesanes 10 
Der up Mine. hc awed een ee tex et ek edeeadetomeuessaee 33 

(MAR REL) Margin Release .............. 02. cece eee cee eens 10 

MaPPI CRIS fnind osieduwennts ceil ausder Ge eee ekerer soe 8 

Margin Seale: Pointer’ .2 3 i. ncscceaa pie eees fad Sevws an sue wetads 8 

Margin Zone — see Reference Manual 

DICMORY inivcdi cine eee beret e bo 4A SEE reese See he eee Goress 17 

Messages (Prompts) — see Reference Manual 

Moving text through the display ........................000. 25 

Flaten: nO 163455094 iene dc adwaceiews bos £4 ye ewe cee eases 2 

Plus/Minus sign — see Reference Manual 

POmper MIGMlAy - 44644 a4sn bud eucunndosdddanga howe Se Wd exteie eee 6 

Pointer, NIATEIN BEAIG 6 ones 0 65 54h bie 4 eS bea ed wbbi denne se snees 8 

PONE  s.actuwas cad oun ie olhban ay hea eatel downs oeaneeedenkeas 24 

POINTER coieaeds peuiteace es iausat ews ererehebeoibabes wines 27 
Delay PR i566 seh si ceded td Seana e th aeueeded be edaweeuwenn 92 
Turning off the printer while typing ...................... 27 

Printing 
QAISPINIOG <5: na dgnn cay Kan aouw ya kee wed oui evans esas rane 54 
ES Seine cin rua ae odak ee ee sae menees won se eee 22 
DOEUG MUG. cena tees BAe denen sense rks ades Relea eneeadees 33 
PLOMDING OPNE: 4.2426 6 oopcb sc exnGicsdwaddes cud eee eanie wes 24 
Stored documents: ..4cascs0essa caoses enue burnewssdeeweunds 24 
Store PT SCe 4.64 atucsedeucanuastaeeene alk eedee awedeis 73 

Printwhéel PICh: os 6scceco nner eed vena kaad eon eee enaneonas 8 

Printwheel — see Reference Manual 

Problem Solving — see Reference Manual 

Prompts (Messages) — see Reference Manual 

Proportional spacing — see Reference Manual 

BEC RIN occ coda eaea cud eat ensikaktahavsekeucoomnsheaeeya 23 


Mu sign — see Reference Manual 


Multiple settings within a document ................-00+---- 32 
“NOT FOUND” Message — see Reference Manual 
Nuniber, dociment: .2cci.<5 << keeasiadenhes eu bldaeniee ewe deans 18 
ON/OFF SWiteh. ss cccadccadua van aeaessGeeebduerevessawaentn Z 
Overstrike characters — see Reference Manual 
Page Wind) Indicator <4 0 oxd ces ie duce raaad (ek dart eesenvags os 3 
Pane), Comer). .26cesevincdes te swenegciaweutnrdeasasarertcees 5 
Paper, inserting s....dcoseds sie eedade ves obiereeesesieeeue oes 3 
Paper Bail go shacirsacndeetem eaten ear snisdees eee seae ee: 3 
Paper Bail Lever isccc ede dace nese cane eX eee xi nwa es ew hese 4 3 
Paper Guide®: oiitcva wer geri sieensenke ahs ePousaeeeteecnen es 3 
Paragraph sign — see Reference Manual 
Phrases 
CVOOtIe 56 oss ated etwhen a cach avwsdwhitetpekiaen seuss ses 72 
GIGSTINE 66.5 evapo uctacass Ges echse seeker ee eenneseseeyecdes 75 
LIS’ TITGES: cccasars ove S550 SA LeUW ee SSeS PRON ae ee eee es 22 
Recalling Printing \ o.c4 onc sivadan dd desores dace exsgostewhens 73 
SOMME. 66.05 cociseassaesenas eeSeyorend ens seiwedeeupebnee's 72 
Pitch — see Reference Manual 
Platen — see Reference Manual 
Recalling 
Documents by number ............... 00... c ccc e cece eeaee 23 
Wecument DY G6 is eiectiadebitarceccededouad cadivaseeren 23 
Med EES. 25-66 uko bad suse ei peak eb bu weeks eaeeoae 22 
PNPAEES +x ciate thand eae coe ae does seeeewe rst oebueeeiieks 73 
DAVEE DMGCUNGS fc vcadeow dite vee senaentesevatarved oveneutus 66 
AVEC DOlUNS 6 ce sno dbx es Ss veiw bok doesn eee eee eaouweus 82 
Bere BUG, «cueliadeeunaar nes oi euaws conan aasGeewiGewels 33 
Recording GOcuments 646. dicen ode ecco d de bia wuewba'ee dace sear 17 
Registered Trademark sign — see Reference Manual 
Removing 
DOMGING. oo Ga Ve le Pee RK aR Chae hehe sede ew oveseetea ee aaee 51 
WOME 5 gu wae. Cee beads Mie SKE ERKNE Seana ee eee adeees 48 
MEME so w3te kde haan ania ea me eekodeeG es oreeeceusek eau ad 51 
Mepedtine Keyes 6.6 ci rlw.anediwes wid eae kee aweRed ee sean vawesn 4 
Required period/decimal ............... 0.0.0 cc cee eee eee neces 79 
MOGUITEd: FOCUE g-55.0900.62440506e65 6 Gnd suede eee ehaowiiassans 20 
Required space — see Reference Manual 
Retrieving (Recalling) .. 2.04.66. es ces eee deveetnccenvuesanvs 23 
CUUED: 2 iced na ceed eaind BORER eMaN oe aded Sean eee ee Roos 20 
Reverse Index — see Reference Manual 
MOVs TORE isg.e ks ca tamuad Gaddnean waxes Meso awes Oe Reaved 44,14 
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RVRSE (Reverse) 


Tri: Gisplay 4i5 ccc ands hana d anew ks endeusnsacs neh caves eees 25 
Margin Release (MAR REL) ...........--- cece esses eee eee 10 
Ribbon Cartridge — see Reference Manual 
RIGHT FLUSH — see Reference Manual 
SAVE SETTINGS 
Clearing saved settings ... 2... ..c5.ece ease nese uessueees 66 
FORM Setups sauce tektites aewn cau ce sawmseee sien ees 90 
DIS PUG ES cies kcs salsa boda bad ea cae ek Khas eee ewe Oa RA Rs 22 
Recalling saved settingS ............ cc cece cee eees 66 
Saving (storing) settingS ............ cece eee e eee eee e eens 65 
Table S€tipe sicca veces cgceetedsnereivewad ee eees dene en ge ss 81 
Saving 
DOGWWients .o% dvceeea oo euate eh eeawes ceeds ankwe bes CAG ee eee s 18 
Fovik BEG-UD nays cis bene See dese ese res tq es Cee be eineees 90 
PRPASES vies c6 Hac eid ha hhs RAH ORE REPS ERE EVER Mason ede Cee % 
Seting@s iio slik $o0h 54h eb ose ea Ve ed den Fheeed a esa ge ey 65 
Table BOUUD cc iswaint oss ie ceed bow ve 0s se VER ERR owe wens qeee 81 
Seale. Margin 44 %<és0aecueyseendseconasgiese ieee eaeretnan ns 8 
Sean: FY PHEN: cv i.cecesdeer cso ues eeuanekyeeetee eis aba eee es 56 
BOCA in on aoe hows bide Ride a EWE RO Oe EER Oe BARES ORE TE 25 
Selecting Line Spacing 2... 025.6. cseivasestnne spe esenere cases 11 
ST DEC TAD usc oan Hey u dead eed@ieedars saa stake eeeene 76 
SET LEFT MARGIN | whcescs ccc ebeoe. ey ee gem rar? 9 
SDALOUG! <1 aap cab Eee wee ee Leben wone 4 
Space (Required) —- see Reference Manual 
Spacing 
Lines per vertical inch — see Reference Manual 
DANG APOC space dee ak Cte wl he tade Vow sae eden s eewaeneas 11 
Proportion spacing -—— see » Reference Manual 
Special Characters —- see Reference Manual 
epeciol PRity HONG cca co uvaw 054 oun oat Seg ews daw ae eae es 6 
Special Features... oscekes o4lhs dea ce saded oueeee weed aad sawed 4 
Squared sign (exponent) — see Reference Manual 
Squeezing Characters (Backspace 2) — see Reference Manual 
PORTE WIE. ohdud es sntd cedoahod oda cab ENew oeete cae eannens 24 
Starting a new document .............. 0. ccc ccc ce tee eee 17 
Statistical Table 
Editing — see Reference Manual 
Setting tabs and placing columns manually ............... 76 
MAUS TONAL. ise lite sae hdd donk tab amin sheen a eebueb anand 79 
paving 2 TABLE SOG-UD ....0ccc0sccess i easwdwasosae ee ands 8i 
Deano (Control) Panel o.c0sess0e doneds sdeaduadwsswvuveeaes 5 
Stencils — see Reference Manual 
DOL lg Wed bw ee kuAnMOee eek see Ge POE EGGbe ne eeonaeake 24 


SET RIGHT MARGIN ..: 050446 0iedevs see eed ween ces eaiyee dae 10 


SE TAB onde ccc aback ouee ated saegewaheevadss weeeder ee} 12 
Setting blocks ............. ee cece cece erence eee eeees 29 
Settings 
Clearing a Saved Setting ............ 0c eee cece eee ee eens 66 
Changing settings on an existing document ................ 61 
Changing settings while typing a document ............... 32 
OG@tibined, casa ound £06 eed. ee ease wad. oe Se he Rene ee we hg 24 gu ois 31 
Establishing settings for a new document ................. 29 
Line SPACING 22.6. .cnececcnan sesh ees cewee endanger varaense 11 
Margins: 465i dee e dues 26a shark Oo oa Won et SE ne eee hee eS 9 
Multiple settings within a document ...............--++++- 61 
Recalling a saved setting .......... 5. eee cece eee eee eee 66 
SAVE SETTINGS 66 cuccacdues cd ehue ces bo ees biws vaxdanwest 65 
Saving a Form set-up .......... eee eee eee eee eee eens 90 
Saving a TABLE Set-up ........... 0. cece eee eee eee eens 81 
Setting DIOCKS ...6...6. cece eee eee seat nese ne eowne ns enens 29 
Setup Hine c.5cchieueepeadens rene nes use<tee se eeni eaweee 33 
TED BEG wi cicc cue ects Chad domes iee NNR eee sone scenes ae es 12 
Lh 5: ey Tn nn errr ee ey ere rer ee ree er 12 
Section sign — see Reference Manual 
Set-up line. iv ecsa's 4d w nasaeingnce bess ee eee sa temeusdus setae 33 
Scanning a document ..........0.- cece eee e eee e eee eeeeaes 56 
SHIP TShittlOek ©. osiuv co es GAGs Bebe een hea dew cineca e Sas pe nee 4 
Soft Return (Auto Return) ..........0:¢0bncs<cer scent ceeneee 20 
Oe AUTO as eta ee nee MeO ee eerie Saar ees 58 
yt rae catealy Gantt onan ene Seat ers Goa ee os naa a ears 18 
Storing 
PIOCUMICN o5c os cas smn echee ens OR ooo ere COR ea ae Ok eae 18 
POCOSED Goulet Acad Sone ee Saws Peewee AO enee wees 72 
Settings (SAVE SETTINGS) .............. Sere ue ree 65 
Pate SEO 45 nc. nts 2d buweat toe Rea nt ok wud See hee aRe ela oouee 81 
DOUG). BGR UR Ma cto ce oleae as Hab wed m6 helen Wade e aan s nee oses 90 


Subscript/Superscript (Index/Reverse index) — see Reference 
Manual 


BOS © a shosts be ae a a lee Oe ea ok aah weer 5 


Symbols (Commands) 
Display —- see Reference Manual 
Erasing — see Reference Manual 


TREY hire ieee Cosh Rad oe OO u wd V8 we eek be he oe Cae hee ee 12 

Tabs 
Auto Indent ....... nahe wih ketp ides twig exahctouns bade: 40 
Changing .......... Misha g edn ihnhake mud ems Seas aa beet RA 12 
Reet (G02 cesaen peadueh yay Steuer ae eauesaseukya 12 
Clearinie TADS. ne wei acd oa cain aeuen aoene bonne ahae kook wee SEs 12 
PICEA TA » cnc dean ee aw da eek bod ee we whee Ra ae Saleaue 76 
SAVE SETTINGS (margins, babs, linespacing) ............. 65 
CMS Ae a using Paed owe ease ew ied acne e ad Olek ey Gas Seed ee 12 


TBO NSE casas Saas 5 ees Lew eR eendeeeud Snap eed mada 12 


PIG cies 8 GA ctl te ee bon oa WAN dee EER OR bee Mae ae ee aU OM wes 79 Touch Sensitive Switches ........0.0 0.0.0 cece cece eee eeees 5 
Tables Turning on the Memorywriter ............... cee eee eee eens 2 
Centering headings over columns — see Reference Manual Turn f the M " 9 
Centering headings over more than one column — see Reference es Bae eee PUELC EE Sree SCRE ere Renee sane 
Manual Typing with MEMORY .............0. 00. cee ceecce cece ee eees 17 
Clearizig table set-ps 5 ...60csecaucaseedeeneeacesvaniivaes 83 ; 
Editing a statistical document — see Reference Manual Typing without the Printer ..icc ewsscncccsws sen vaeocaweenees 7st | 
eee tables from left/right margin —- see Reference Typewriter cover — see Reference Manual 
anua 
Recalling a TABLE Set-up ........ 0... ec ce eee eee 82 Underlining 
paving Table Setaips ..s«ecicsessiwnnedeseadeyawiesivewadas 81 POGUE oa cen oo aose othe Sou see eRe Re Ee yGedeeeniwes eas 40 
Det ie Uy Tans Lo fe cv nau ydewads £o.59 hs Che dae vaeRRbeeeaas 79 Continuous underlining ................ cece eee eee ee eens 38 
TAPE SWC Loews vases deed daveessdvewses ap eseoeaces 79 Removing WHIEPNNING 6 ss.0h15s40dadears caw deen wr va rn eres 51 
TS AGIOS 6403 ocva cd Veer a nian eee he vs kewewevnseseences 79 SCE WORE aco co dubuwes KaeSeetes ee caves eas eueeaenb ab eas 38 
Underlining table columns and headings — see Reference Table columns and headings — see Reference Manual 
M ] 
eee DINISLIN ae ceenshmie tesdigsotee wae aderryacsuaasanaudeoeheas 38 
EE OIB EY Caen ee MLE yates mn peayetheebkacueanates a WORD UMDEN 2, be doce eechicanict a asestadeuteaudte 38 
Text 
PGE 2a sus vaca er ee les kvenu ew sence nuesacktaneneseud woe 44 
PICU $4.00 bana baehnhs ey seed roy oem ed Eeebedoeakne rn kis 44 
Wisse DGNGCCON 43s So bbd cee ed one haus ere tsueweeeeares weeded Z 
Tithe os: QOCUMENG 4.0644 cvsladiunsdctcasdnutddeardaweddesaees 18 
Oe he os Fe oe eee Dea do whew ieee Reka aebR ews e haere 22 
#/TITLE:##/ — see Reference Manual 
“#/TITLE?”’ Message — see Reference Manual 
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